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FOREWARD. 


^Vllafi I have to 'wiite m the Foiewaid has all been 
w'litten m the body of the Book I have only to add that 
the underlying object, m the foUoiving pages, is the revela- 
tion of the mighty force withm you — withm every man — the 
faith m one’s abihty— which alone can give one command 
ovei the aspirations of the heart — ^position, power, wealth 

Ideas are not miracles and gettmg on m this world of 
to-day IS not a tembly impossible task after all The 
gloiious new day called to-morrow is always biimful of the 
thiill they call opportumty; and you require only faith in 
youiself to grasp it and turn it to your service It is always 
there to serve you 

This culture of self-confidence is the new idea of to-day 
Start afresh if you want to achieve bigger, better, biightei 
thmgs, leave the mistaken, the fallen, the daikenmg ideas 
of yesterday, come mto the light of the glonous new 
understanding and let the mist of yom past errors fade 
away 

Self-confidence determmes itself into self-expression, 
self-assertion You must have the abihty to decTaie yourself 
at the right time and right place , tell the world about what 
you have in yourself with the confidence of bemg heard, 
of bemg rightfully recognised and also— rewarded Indeed 
the one great secret of success in life is the ability to express 
oneself by the word of mouth oi by the written woid. It is 
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a great power, a new power and when you a(dueve it you 
have destiny nght in your grasp The fault of your failure 
16 not in your stare— no, it ie in youxeelf, if you he negligent. 
Tet this great power can be yours Yes, yours I and the 
secret is laid bare in the following pages 

They teacdi you to express what is best in youiself, to 
transfer your ideas to where you cannot otherwise influence, 
to enable you to extend your personahty, your will, your 
wishes, desires to thousands of people through written 
letters The secrets of winning correspondence and sales- 
manship by mail are all revealed to you in the following 
immensely mterestmg pages which give you in addition a 
winning personality through the abihty to express yourself 
by letters 

They tell you how to make up the other man's mmd, 
how to attract him, how to interest him; how to oonvmce 
him , how to hold his mterest until the end , how to appeal 
to every type of mind, every pomt of view, every emotion, 
ambition, need, how to write successful sales letters by all 
the wmmng methods, how to write mercdiandising, adver- 
tising, sohcitmg, service and collection letters of all kmda , 
how to handle routmo coirespondence — aider, complamt 
and adjustment letters, letters of mquiry, contiact and 
credit letters 

They tell you how to be rid of all the old, hackneyed 
forms of letter writing and use the new ones that Get 
Action, how to build up any bu^ness by mail, how to 
wnte trade-winning, ftiend-makmg inspirational letters of 
every deseiiption , how to type your letter so that it attracts 
and plcfases; how to wnte and use form letters, how to 
keep mailing lists up-to-date 



Li addition numerous examples of successful mail older 
and meicantile letters collected from master wnters all 
the woild over present endless new word pictures 
that give you a broader vocabulaiy, uncommon phrases of 
faith and powei, wOcm, wmnmg, human arguments adapt- 
able m a thousand ways, rich dashes that put hfe and lure 
into youi letters 

The collection picsents a gold mine of ideas from which 
you get a new education m the laws of suggestion, the acts 
of persuasion, the duect methods of creating the buymg 
debue 

In prepanng this volume the author is very ably as- 
sisted by Ii'Ir H L Haidar M sc , Semor Assistant Editor of 
CosniEBCiAL Xntdu to whom his best thanks aie due Some 
chapters of this volume appeared m that magazine and 
when they were collected m the book form Mr Haidar 
thoroughly edited them 

The autlioi is sohcitous of the views of the readers and 
then smcere cnticism with a view to improve the ideas 
formulated in these pages and make them more serviceable 
in the next edition Literature hke this is rather a new 
conception m this country and collection of popular ideas 
should ba necessary eqmpments m developmg and enlarg- 
ing it 


Tee Author, 
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MERCANTILE and MAIL ORDER 
LETTERS and METHODS. 


SEgUIBEHEIlT OF I UODEBK LETTER. 






CHAPTEB I 

THE SCOPE OF L BUSINESS LETTER. 
Introduotory. 

We need not sing of tlie usefulness of a good letter — 
a letter that bnngs success with it Every businessman 
understands this — ^now that he knows he cannot have his 
trade confined to his shop windows or the city gates like 
I* his nredecessois of old The cucle of trade has e^^panded 
‘^WTu^SCe expansion of locomotio n and the competition is 
keenei than e\ei , no tradei now-a-days with an eye to suc- 
cess can leave o£E distant customers and not exploit them 
He must have to talk to the distant customers, create 
an impression m them of the worth of his sohcitations , he 
must create m them a desiie tor possession of what he has 
to offer, and by a slow process must have their sense of 
gam, economy or well-bemg mcited 

Until recently, and even to the present day the custom 
is to send out representatives — the commercial travelleis — 
for getting distant trade But the method is costly, and 
moreover what the travelling salesman would take months 
to do, good letters can do all m a day Your old customers 
can be talked through the type-wntten hnes, as also new 
one<% secured Fresh lines of goods can be mtroduced, 
possibly much in advance of your competitors , remittances 
brought m, collections made You can make the people 
buy and also make them pay You can adjust differ- 
ences, correct misunderstanding and remove lU feelmg 
in fl single day through youi letters while the tiavelleis 
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may take days or weeks, by which tune your coiapetitor 
might have taken advantage of your delay Busmess letteis 
are no less active than efficient salesmen yet m secunng 
orders or effecting sales they are frequently speedier and 
more effective 

Wilh times letter writing has come to hold the position 
of an exact science, wielding great induence upon the 
readers if the letters are all properly addressed Its result 
producing qualification is no longer therefore a guesswork 

Its JJm. 

What a good letter shoidd do? It transfers the picture 
in the mmd of the writer into that of the reader It talks 
to the reader and mstils m him the writer's ideas exactly m 
a way to incite him to action A commercial traveller to 
arrest successful attention must be gemal, so also a letter 
to be successful must have formality discarded to look 
natural and unaffected The formal or cold mdividual 
rarely attracts you or enkmdles any enthusiasm in you to 
appreciate his proposals So is it with the letter unless it 
comes in everyday language — ^the language of the heart , not 
stiff or stilted but conversational though not conventional 
Tour letter must engender the idea in tiie reader that really 
you are there in person It is a warm, wiiming human 
style that receives the best attention — convincing attention 

Wliat Ton must not Focget. 

When writing a letter you must not forget your reader's 
oonvemence, you must see things from his ride — what will 
be acceptable to bis convenience Yiew them from his 
angle, consider his self-interest 
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You must put m the letter what your reader needs 
know — not what you debure to let him know 

Tell him how your subjects will mterest him — not 
why you are mterested to tell him about it 

Descnbe the advantages he will secure in your pro- 
position — not your capacity to put it to him 

Show him how it is for his welfaie if you write to 
settle an account — not why you require or msist on 
prompt payment 

Humourmg the self-mteiest that is natmal in the man 
— this gives l^e shortest route to successful pleading 

Talking to the Point. 

Do not try to force youi leaders through unnecessary 
prehminanes or mtroduction Begin with the actual fact 
that the reader wishes to know, so that his attention may be 
gripped nght at the start It focuses his mind on 
youi object or mission because it bnngs him nght upon it 
Your letter must convoy the exact idea you have m 
your mind— forcefully and convmcmgly You can weave 
out words and sentences But what is required is to create 
an impulse in your reader to work up to your ideas And 
unless your letter conveys ideas strong enough to produce 
action, the letter is a failure 

Your details must be accmate and suggestions defimte 
There must be no uncertam "ifs" no wavenng guesswork 
Take no chance, for your reader may be better informed 
Study your subject accuiately, then give an accurate 
story — exact and comprehensive Do not overstate your 
proposition in your selhng enthusiasm for it may lead to 
misundeistandmg and consequent loss of business 
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A Clear and Logical Statement. 

Make yovx information always complete and do not 
leave anythmg for the reader to gnoss, always think what 
the reader should know and give that out completely 
Kever imagme your reader may have some knowledge of 
your subject — for he may not have, and in hurry he 
may miss your point. 

Garry your reader from point to point as you develop 
your story Move m a regular gradual ordei — not crowd 
your sentences with imdeveloped ideas Bemember you 
have to build up conviction and to do that you have to 
develop your theme pomt by pomt — growing each 
thought out of the preceding thought m a logical order 
until the whole is created mto one big idea 

Use short sentences and brief paragraphs Jom them 
in the Older that ^our idea is earned through them in 
better, bigger and boldei relief — never to lose the gnp on 
your reader’s attention 


Be Polite. 

Pohteness is always winnmg — a polite letter scarcely 
fails to get a heanng Fuhteness is the clothing of a letter 
and you cannot take too much time to make your letter 
polite Even when you have somethmg haish to tell your 
reader, he null not resent your letter, if it is polite Or if 
your reader is busy, he will not fail to devote proper time 
to your missile if it is garbed in courteousness He cannot 
thrust a courteous letter aside cardessly but becomes some- 
how sympathetic towards its cotents He will thus feel 
your attitude and is influenced just as he is desired 
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A Congenial Letter. 

To nake a letter congemal yet forcefully onginal — 
3^ou uiufe'i not forget to put onginal ideas and not comen- 
tional phiTses in your letter, cutting out the old worn-out 
phrases and words Your letter must not "advise'’ that 
Soui esteemed favour" is "to hand" It should never 
"beg to state" It is a pleasure to read an origmal tone, 
a personal appeal without unencouiaging worn-out wordy 
obstructions Hackneyed \^ords or phrases of yesterday 
cannot have the strength of ongmality and tone of sincere 
lorcefulness 

Also your letter must smt the reader you are writmg 
to Try to understand from his correspondence somethmg 
about hrs environment and preference, and do not fail 
to suit your choice of words and hne of argument accordmg 
to them 


The First Impression. 

Above all, see that the first impression created by your 
letter enlandles inteiest A perfect, winnmg appearancie 
never compensates lack of biam yet the appearance 
secures the first hear mg and when this is gained the brain, 
in the Tetter develops business You must have no care- 
less typmg, untidy stationery, ungrammatical sentences or 
wrong spelling 


Important Buies. 

Thus we come to the following conclusion which gives 
us the important loles which we must not lose sight of 
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(1) Discard formality and be genial and frank 

{ 2 ) Xerer forget reader’s convenienee 

(S) Be bri^ef but make your details accurate and not 
ovemtate them. 

(4) Leav;e nothing for your reader to guess but always 
be complete and clear 

(5) Be cordial and polite always 

(6) Leave off hackneyed words and phrases, be 
orig^al 

(7) I^iake your statement in logical order 

(6) CuitiTafe the conversational style. 

(9) Never be untidy or careless 



CHAPTEK II 


TECHNICALITIES OF A LETTER. 

Ehysical Appeaianoe. 

The importance of the physical appearance of a busmesa 
lettei cannot be depreciated masmuch as the first impression 
of the status of the wnter cieated by it is som^etimes the 
impelhng force in the reader to regard its contents m 
favourable or unfavourable hght This physical appearance 
compnses — 

1 Stationery used 

2 System of typmg 

3 General form of the letter 

4 Arrangement of the body of the letter 

5 Addressing the envelope 


Stationery. 

No geneial rule can be given as to the selection of 
stationery — except that whatever business correspondence 
paper is used, it must be suggestive of digmty and elegance 
of the firm of the wnter Good white bond paper is the 
general quahty although the coloured bond is the fashion 
with some traders or foi departmental selection 

Two sizes of letter papeis are generally in use The 
standard size foi ordinary correspondence is the quarter 
size sheet of 8^ by 11 mches The other is the half size — 
a sheet of 5 \ b^ 8^ inches, geneially known as the half 
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sheet The latter is iiequently employed for the sake of 
economy m wntmg small letters especially m every-day 
routme correspondence 

Another size which is generally known as the two-fold 
IS a sheet of 7^ by lOjl mches which has become a substitute 
for the standard size and is frequently used by business 
firms for writing ordinary, but not very short, letters 

A sheet of four pages aie scarcely used m business 
correspondence, except on special occasions such as open- 
ings, or ceremonials, etc , when the letter breathes the 
character of social conespondence 

All busrness firms or respectable persons have their own 
letter heads which may be either prmted, engraved, 
embossed, hthographed or photogravured Address, cable 
address, telephone number, nature of busrness conducted, 
should also appear m their due positions Branch offices, 
bank references may also be pomted out Illustrations of 
faetones, names of pnnoipal workers form alao part of the 
letter head The followmg is an illustration which may bo 
modified to suit circumstances — 


international news bureau 

H K McCAY EVANS BUILDINO Cable Addrets 

Preeldeiit WASHINOION, D. Q. Dot-V/nshlneton 


August SI, 1921 


Envelopes, ribbons, pins, etc , should all be of good 
quahty to match the paper used 
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System of Typing. 

A decLntly type-wntten lettei nevei fails to entice 
iihe leaders to go throngli the entue portion Ability to 
w’lite m simple and pleasmg style counts for nothing unless 
the 'nhole is couched m a neat legible form Now-a-days 
it has giown into a universal custom with the busmessmen 
to send out type-wntten letteis partly because of the ease 
with which the whole matter can be lead and partly because 
of the feeling created by it m the leader of the respectabihty 
of the firm and that special attention has been accorded to 
hun with reference to the subject 

The first point to be remembered m type-wnting letteis 
— so commonly left on the back ground m the cuiiiculum 
of the type-wntmg mstitutions — is the propa arrangement 
of the headmg In punted letters the name of the writer 
appears at the left hand comer and addiess at the right 
hand comer with space left for filhng m the date hne 
When the letter paper is without any pnnted letter heading, 
the addiess of the sender and the date of despatch should 
be put dearly at the top of the page Thiee different ways 
of arranging the headmg are in vogue In the first sort 
of arrangement, it is customary to pose the headmg m the 
right hand comer But m no crrcumstances diould it begin 
farther to the left than the centre of the page and extend 
(beyondi the n^t hand margin If short, the address and 
date may be grouped m one line or they may occupy two 
or three hues, each beginning on ^ new marg^ with the 
difference of five indentations or less when that would fit 
the lettei better so that the imtial letters in the succeedmg 
hues present a umformly slanting positron In cases where 
more than one hne is occupied, the date invariably should 
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lemedied It is ho\rever permissible to use such abbrevia* 
tions, e g Dec for December, etc , but no such abbrevia- 
tions for March, May, June and July are allowed In 
wntmg out dates also the sufBxes st, th, d, etc may be 
omitted, the custom being now out of date 

When prmted letter heads are used the date should 
be placed two spaces below the headhne and two spaces 
above the readei’s addiess The body of the letter should 
be as nearly as possible at the centie of the page 

With proper margins left proportionately to the size 
of tlie letter, the message is made to stand out clearly 
befoie the leader and thus to secure better hearing A 
maigm of one mch at the left is what is most commonly 
followed, though it depends upon the size of the letter 
paper Enough space should always be left at the top and 
bottom The margm on the right hand side should also 
be as even as possible Every new paragraph should also 
commence with a new margm to draw attention The 
paragraphs are generally mdented five spaces or ten spaces 
or more but always the same procedure should be kept in 
view 

Next comes the pioblem of spacing Though double 
spaced letters are often the easiest to lead, smgle spaced 
type-writmg is often followed partly because of the comely 
appearance it lends due to its composite nature and partly 
because the paragraphs may be separated from each other 
by double spacmg When a long letter rs to be typed, instead 
of typing in two pages, condense the whole m a single page 
by single spacing the matter If more than one sheet is 
necessary, plain paper sheet without the letter head is taken 
and a page mark is placed at the top in the centre The 
initials of the recipient may be put at the left-hand comer 
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to facilitate mdentificatioiiSi if the sheets get sepaiated 
When the second sheet is printed the following may serve 
as illustration 


To . . , Sheet 


Caibon copies should not be made except foi keeping copies. 

The name and address of the addiessee is placed at 
the left hand side with proper znargm As in the case of 
heading, the address may be ananged in indented foim oi 
may be Imed up as before Smgle spacing the hnos is of 
common use even though the mam body is double spaced. 

Ifints to the Typist. 

The Typist must nevci be an untidy man and as upo^ 
the sense of beauty of the Typist in arrangmg the letters 
that pass through tHe machine depends much of the les- 
pectability of the firm, the following rules should 6e care- 
fully studied by him 

(1) Always make the arrangement of a letter or an 
address upon an envelope attractive Bemomber youi 
employer depends upon you for these things 

(2) Have a thorough workmg knowledge of the proper 
titles, abbreviations, commeicial expressions and teohmcal 
terms of busmess in which you are engaged 

(3) Take good caie of all the enclosures and remittances 
that are sent with your letters 

(4) Be able to edit intelhgently any printed and type- 
written mateiial that passes through your hand 




TCCENICALITIES OF A LCTTER lO' 

(5) Leain to take caie of voui Type-\nriter, to change 
a nbbon oi match it for filling in foim letteis 

(6) Study the methods of billmg, making out invoices 
statements, salee accounts, leceipts, diafts and other finan- 
cial and legal papeis 

(7j Accustom youiself to the filing sjstem 



CHAPTER in 

GENERAL FORM OF THE LETTER. 

A Typical Letter. 

A business letter mainly consists of the following parts 

(1) The heading including the address of the wnter and 
•date of wntmg 

(2) Introduction, including the name and address of 
addressee and salutations, such as Sir, Dear Sir, Sirs, 

Gentlemen, Dear Mr , Dear Dr , My dear 

Mr , etc , according to the intimacy of the wnter 

with the addressee 

(3) Body of the letter 

(4) Conclusion mduding comphmentary close such as 
yours truly, yours faithfully, truly yours, etc 

(5) Signature 

These parts are all so generally known that all except 
ihe Body of the letter may be passed over 

Example. 

N. PERRY & CO., 

Diamond Merchants, ‘Watchmakers & Jewellers 
( 1 ) Tcle£taphtc Adaicss 20, CHowRiNCHrc 

‘‘PICTURE" Calcutta 

Codes Udco Oaleuita October 10 lB2f 

"A. B C '* 4th & 6th Ed 

{2) Mr A Narasimha lyre, 

Amratala Street, 

Calcutta 

Dear Sir, 

•(3) Which do you prefer — CASH or OREDFI’'’ 

There is pride in both I 
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It IS nice to know that you always pay CASH 
lor every puichase, but there is also a sense of 
gratification in the knowledge that you aie TBU6TED 

CASH or CHEDIT — one is ]ust as good as 
the other heie You can come in to-day and puichase 
an elegant piece of Diamond Jewellery — or a high 
grade Watch — or a damty article of Silver, and it is 
yours on whichever system of payment you wish to 
adopt 

If you desire to BUY NOW and PAY LATEB 
there are no distressing formalities to undergo Our 
CONFIDENTIAL EASY-PAY SYSTEM helps to 
gratify one’s desues by utdismg time to simphh 
payment In other words, an article is purchased and 
is in use for 12 months before its purchase pnce has 
been fuly paid 

Now, some would think that m afiordmg 
such libeial accommodation we are reseiving foi oui- 
selves an escessive maigin of profit We are noti 
And, this j ou will leadily lealize when you give us the 
opportunity of showmg you lound our showroom with 
its unique exhibits in Gem-set Jewellery, Silveiwaie, 
Porcelam, Bionzes, and woihs of Art, which are ac- 
knowledged to be the finest assortment m the East 
{4) A visit from you will be a source of pleasure 

to us, and ^ould some of the articles of precious 
merchandise arouse m you the desire of possession 
don’t hesitate to make them your own 


< 5 ) 


Yours truly, 
N Perrt & Co 
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Body of the Letter. 

The body of a lettei is the pait that contains Ihe- 
message, the letter is intended to convey This forms the 
mam structuie while the other parts simply make up a 
frame-work upon which the main fabric may stand 

The letter as a general rule opens with a foiceful pre- 
sentation suggestive of the digmty and personahty of the 
wiitei Any reference to old correspondence or dates 
should be embodied in the piehmmaiy sentence so as to 
gain the reader’s attention at once If possible, the central 
tlieme prevailing throughout may be embodied pithily ta 
form a nice pielude to the whole How to develop the 
subject matter and to sustam sequence of thought will 
follow in due course, let us restrict our attention m the 
following Imes to the techmcahties of the question 

Dividing the whole subject matter into a number of 
suitable paragraphs often improves the appearance of a 
letter As to the size of a paragraph no defimte rule can 
be laid down The mam thing to be boine in minj in this 
connection is that each particular theme of discusdon is 
to be treated in a single paragraph Proper paragraphmg, 
as a matter of fact, when judged solely by its efEect upon the 
cvc IS a matter of proportion and a given paragraph will 
appeal long or short accoiding to the length and arrange- 
ment of the whole matter Mamtenance of a uniform style, 
mode of treatment, punctuation, spelling and abbreviations 
are of the highest importance in the composition of a lettei 
As a geneial rule, unless the message is a shoit one, 
the whole, instead of Hemg put solid, should he properlv 
paragraphed , as short paragraphs are usually more efiective 
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than long ones In an ordinaiy letter the paragraph should 
not exceed ten lines, but if this seriously hampers mth the 
mamtenance of thought and sense, the practice may be 
done away with Even m that case the opening and closmg 
sentences being commonly of distmct matter from the body 
of the letter may be used as paragraphs. 

There has recently ansen a practice of breahmg up the 
whole mto great many paragraphs m contravention to the 
recogmsed rules of paragraphmg referred to above 
Seasons put forward m its favour are two , first, that such 
a letter is more attractive and therefore more likely to be 
read and secondly, when necessary, certam matters may be 
made to stand out distmctly from the rest The only thing 
to be observed here is that paragraphs containing informa- 
tion relatmg to the same subject should follow one another 
consecutively to make a connected narration 


The Notable Items. 

While replying a letter, m order that no part of the 
question escapes unnoticed it is advisable to take up and 
discuss the subjects one by one m the order they appear 
in the letter to which the leply is made If any new 
matter is to be introduced, it may be inserted at the end 
Klatters on which correspondence is in progress should be, 
if possible, handled first It is superfiuous to say that 
if any subject matter is likely to awaken interest m the 
reader it may be dealt in first in order to put the reader 
in a complaisant and lespechve frame of mmd Import- 
ance of the subject matter also should be taken into con- 
sideration m adjudging the position of the paragraphs 
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In a letter dealing with difierent sorts of propositions, 
each one may be made to stand distmotly separated fiom 
the rest by placing a heading over each one in bold letteis 
Such headings may be used either m the left hand margin 
at the begming of such paragraph, or inside the reading 
matter eitliei at the extreme left or at the middle of the 
sheet 

Lists of any kmd or specifications should not run with 
the paragraph but should begm with a deeper indentation to 
the nght for distinction If the list happens to be a long 
one, it may be attached to the mam letter as an enclosure 
To facilitate matters the lists may be put in tabular forms 

The letters should close with an acknowledgment of 
courtesy or thanks to the reader 

Thus we have the followmg subdivisions in the general 
letter — 


(1) Lettei head 

(2) Date 
(8) Address 

(4) Salutation 

(5) Preliminary piesentation 

(6) Body 

(7) Condusion 

(8) Complimentary close 

(9) Signature 

The followmg which is typical of short, pointed and 
well-addressed letter may serve as an apt example illu<{- 
trating each of the sub-divisional heads — 
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Example. 

Cable Add} css Code Western Union 

"E^testradf Washington ” Jclephonc-^Mam 3613 

AlIKRICAN BUEEATI OF TBADE EXTENSION. 

(Incorporated ) . 

(1) Extentbade Building 

Washington, D C 

(2) March, 1922 

(3) IntemationBl Traders Ltd , 

33, Canning Street, 

Calcutta 

(4) Gentlemen 

(5) Free publicity for ) om finn prowded you are 
still in Business * 

(6) The forced hquidation of many films during 
the past yeai makes it advisable that you letum the 
attached questionnaire so that the commeicial world 
may be shown, through the Liteinational Duectory of 
Leaders in Woild Trade, that you weathered the recent 
commercial storm 

This information m our files also enables us 
to answer inquiries about you and thus expedite busi- 
ness connections you want 

Tour Company and its pioducts will be placed 
before the buying eyes of the woild without charge 
or obligation in the forthcommg edition of the Inter- 
national Directoiy, which shows manufacturers, 
importers and exporteis, etc of all countries The 
many commercial changes thioughout the world during 
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the past year have znade all preTioas records of com- 
mercial firms inaccurate 

(7) Tour company mil profit by this free pub- 
hcity Fill out the quesf^omudre and return it to-day. 

(8) Tours very truly, 

(9) Amencan Bureau of Trade Extension, Inc. 

Signatnie. 

The signature should always be in ink and in legible 
hand without any unnecessary flourish. When this is 
impossible a miniature zone cut or rubber stamp of the 
o rignal dgnature diould be used It is always good to 
slick to a particular form of signature 

When the proprietor or any partner of a firm puts his 
signature for the company he may use the name of the 
Arm as his signature Signature of a person writing under 
instruction of any body or firm should appear over the name 
of the party for which he stands with *for’ or ‘per pro' 
(which means per procuration] preceding it When in the 
capacity of a secretary or preddent of some Association, 
the pontion hdd by the writer should be placed under his 
dgnature 

A woman wiule signing her name ^ould always prefix 
either ^Miss as the case may be, within brackets A 
married woman should however use her own name as 
signature and supplement it with her husband’s name pre- 
fixed by ‘^lirs ’ within brackets under her signature 

Addles^ the Envelope. 

Envelopes for the letter paper ^uld be selected of 
such convenient size as to avoid unnecessary folding. Two 
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commoiily used dimensions aie 3| by 6^ inches and 4^ 
by 6} inches Name and address of the firm should also 
appeal at the top of the envelope in print so that even if the 
lettei be refused or undehvered, it may be letuined to the 
««cnder from the Dead Letter Ofiice In addiessmg enve- 
lopes the same rules as m the case of wntmg addresses inside 
should be followed The only difference is that while the 
addiess withm is often without the name of the street of the 
addiessee the addiess on the envelope should be as com- 
plete as possible Postal abbreviations, if used at all, 
should be used as suggested m the postal guides All desig- 
nations like Head Master, Accountant, etc ^ould be spelt 
out, and as courtesy to the leader his name must not be left 
wilhout his titles The titles should be put m abbreviated 
■forms agf,MA,MLC,CIE,etc Custom requires in 
general the use of ‘Messrs’ before the name of a firm, and 
Gf ‘Mr ’ before the name a smgle individual In heu of 
‘klr ' sometunes the term 'Esq ’ is added after the name, 
aftei which the titles may be used The name and address 
of the sender may be put at the left hand comer mcely 
equaled up To avoid wiitmg the addi esses twice, window 
envolopes aie often used and the letter paper is so folded 
■that the addiess withm is visible through the transparent 
J[abiic..of the envelope 

Spelhng mistakes and improper punctuations, above 
all, any untidiness in typmg oi writing should not occur in 
■any letter 

A careful attention to all the details will never fail to 
-convince the readers of the respectability and business 
acumen of the wnter 
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Forms of Address. 

In addressing gentlemen or firms of the follovMng 
nationalities care should be taken to put the usual 
teiminologies in their piopei positions as shown bdow 

Single Individual. Firms. 


Bengali 

Babu or Siijut 


Messrs 

Tamil 

M B By 

Avergal 

Do 

Telugu 

M B By 

Garu 

Do 

Mahamedans 

Shaik 01 Maulvi 

Do 


or 

Sahib 

Do 

Punjabi 

Lala 


Do 

Burmese 

Maung 


Do 

English 

Mr 


Do 

French 

Monsieiu or M 


Messieurs 
or MM 

German 

Heir 


Heiren 

Poituguese 

mmo Sar 


Ulmos Srs 

Itahan 

Big 


Sigg 

Butch 

Den Heer 


De Heeren 

Banish 

Hr 


Hetrer 

Norwegian 

Do 


Do 

Swedish 

Do 


Do 


The title ^Messrs ’ or its equivalents in foreign languages* 
may be omitted while addressing a firm tiading under an 
impersonal name as, 

The 'National Tanneiy, Ltd 
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CHAPTER I 

THE SUBJECT MATTES. 

Appealing to t&e Intelleot 

If the coirect observance of techmcalitieB of a letter 
attracts the attention of the recipient^ the perfection in buil- 
ding up the subject mattei appeals to his intellect While 
the former creates mterest m the letter by Aortue of its neat 
and comely physical, appearance, the letter awakens sym- 
pathetic attitude towards the contents of the letter by dmt 
of its sustamed hterary diction, and even and logical flow 
of thought The success of a busmess lettei, however, 
depends on the perfect gei-up of both these items The 
outward look of the letter draws the wandenng eyes towards 
it and the subject mattei does the rest, i e , entices the 
leader towards the proposition or article m question 

Now, the building up of the subject mattei rests on 
three pnncnpal props, each of which is as important as the 
other two, viis , 

(1) Gettmg-up of the subject matter 

(2) The proper way of arrangement 

(8) The chaiactenstics of a model letter 

These subjects ate of such vital importance that each 
of them needs a separate treatment The present chapter 
is devoted to the first item 

Yalne of Brevity. 

The first and the foremost pomt m good letter writing 
Is brevity, though not at the expense of completeness and 
Tividity No unnecessary or irrelevant facts and figures 
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should be suffered to creep lu Curtail all superfluities 
harping on the same string and stnke out whenever a single 
idea occurs doubly, if not meant for emphasis Many are 
very erroneously apt to beheve tliat too elaborate a discus- 
sion or descnption exercises a healthy inffuence on the 
reader's mmd but they unfortunately seem to forget that the 
patience of the reader is thereby overtaxed, and there is no 
knowmg when a rupture will take place due to overstrain and 
the letter thrown away Brevity m business letters is doubly 
valuable because of the number of persons to whom the 
letter must go for its due handhng, and the short time that 
each can give to a smgle letter Moreover, in a long pio- 
tracted letter the obvious reason is liable to be echpsed by 
verbosity and it ahenates the reader from the inward pur- 
pose It IS, therefore, hi^ly desirable to wnte only as 
much as is necessary to carry weight with the reader and 
no more Purposeless digressions should be sedulously 
avoided ‘Bemember that the success of your letter 
depends even more upon what you put m than upon how 
much you put m’, these are the words of a very successful 
publicist Bather cut short such terms as 'Yours of the 
I7tli received and contents noted’, 'Trusting to hear from 
you at an early date’ 

Instead of using such language as : 

'Beplymg to your favour of the 21st instant in 
which you make enquiry regarding the result we have 
obtamed by advertising in your paper we beg to state 
that 

use such form which is at once biief and forceful 

'I am glad to say, in reply to yours of the 21st, 
that our advertisement in your journal brought us more 
cash orders than we have evei mailed out 
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Clear Statement of Uottre. 

The motive of addressing the leader should be gi\en 
as deiimte an ezpiesbion as possible The puipose of ieiLei 
wnting IS frustrated if '\\hat the writer means is not put in 
lucid and dt the same tune a pleasing style Anj vagueness 
m the motive is naturally reflected m the body of the letter 
and is prejudicial to the success of the letter All angles 
of views should converge towards makmg the reader feel 
and feel vtvidly^ihe motive, of which the letter is made the 
medium to fulfil To attam conciseness and vividity in 
one, to develop dry statistical figuies into mterestmg facts, 
the reading matter should be gone through and remodelled 
agam and agam Constant apphcation m improving the 
reading matter never goes m vam and is responsible for very 
many successful letters 

Besides, as piactical measures to gam this end, we 
suggest that the writer before beginning the letter should 
reflect on the central theme and weigh the arguments for 
-and against it to have a clear personal msight mto the 
matter so that he may be in a better position to handle 
the subject with caution, judgment and spontaneity, and 
can discreetly Imlf up subordmate facts mth the pervading 
topics in one unbroken cham The following may serve 
as an illustration of the above when the need tor advertise- 
ment is to be pointed out to the readers 

“The approach of trade revival, which was so long 
overdue, is signahsed by the gradual improvement of 
the general market and preludes a fine busmess dawn 
Those who get prepared by this time will no doubt 
be the greatest gdners 
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You, of course, do not like the opportunity to slip 
by, if so, screw up your courage to the starting of an 
advertisement campaign to make what you have to 
ofEer widly known and to leach a larger circle of. 
customers. You cannot be mdifierent on this pomt 
for your fortune is at stake, as all records show that 
most busmess failures hang in the tail of non- 
advertisement ’ 

Viewing Beadevs' Interest 

Whenever possible, the opemng Ime should be employed 
as showing how it is to the reader’s interest to go through 
the entire letter, and by way of oonvmcmg him that his best 
interests and welfare are bemg looked after and are quite 
safe m the hands of the writer Such litiTnng up of the 
interest of both the parties, the wnier and the wntten 
to, goes a great way towards the success of the letter. 
Couch your language m such a tone and ^tyle that the 
furtherance of the mterest of the reader more than anything 
else IS at your heart and that service to Him is manifestly 
uppamost in your thought Such winning aspects cannot 
but mduce the reader to a favourable consideration of the 
subject leferred to him Whenever necessary, a second 
statement may be appended to elucidate the theme where 
a long introductory paragraph occurs Note the following 
examples as illustrations on the above — 

'Conducting a loarmg business, of course, that is 
the desire of your heart Allow me to suggest how 
1 may hdp you m that direction ' 

'Our newly patented machine, we are confident, 
will prove a vital step for your immediate benefit and 
prefiit * 
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‘Whenever you get in difficulty, m transportmg 
your goods, nng us up ' 

The Reason of Approaching. 

It 16 a far too common drawback of a wnter to allow- 
the reason of appioaching the reader to be obscured by 
useless verbosity and lack of clear conception A letter 
falls far short of its objective, if tiie reason does not stand 
out conspicuously from the rest In this cotmecMon it will 
not be out of place to note that the purpose is too often 
confused with the reason But they differ widely m mean- 
ing while the purpose of writing mav be imphed or not, 
the leasomng put forth should be broadly based to persuade 
the leader to the fulfilment of coveted purpose The pui- 
pose may be hidden from view but the reasomng for approa- 
chmg under all circumstances should be esphcit When 
a person offers somethmg for readv sale, his reasomng for 
approachmg the buyer is to persuade him to buy his com- 
modity, while his object in view can be making profits, 
to clear bad stocks even at a loss, to wmd up the business, 
to damp down tire market and bnng His competitors on 
their knees, and such other things Here are a few concrete 
examples from successful letters where the reason for writing 
IS very plain 

‘We offer the buyer, the lender, the dissatisfied 
owner, the attorney for heirs, an appraisal service 
founded upon positive knowledge of actual conditions, 
gained m twenty-five years ' 

'This IS yom opportunity to get a lot of pretty 
puja clothes at very low cost if you order at once ' 

‘We are lookmg for some body Some bodv in 
your town Some bodv who wants a whole lot of easy 
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profit Some alive, alert, resourceful dealer to handle 
our bigger profit glassware ’ 

'We will help him the business, the goods will help 
him keep it ’ 

Here is another instance quoted fiom an actual letter 
We take pleasure to place our services at your 
disposal for mai'shallmg your commodities to your 
highest advantage and profit The circulation policy 
of CoHMERouL Ieoza has already appealed to oui 
progressive commercial classes Need we mention to 
you paiticularly what this enoimous circulation among 
a progressive people means to your busmess? You 
have the opportumty to speak of your wares throu^ 
the pages of Cohmerozal Iedu to the widest cu'clO 
of buying public all over the country Should you 
miss it? 

We must have to close the forms by the first 
week of January, and if you value placmg the story 
of your wares before the widest range of buying readeis 
you cannot delay 

Your competitar is certainly on the look out and 
may steal a march over you 

Ever for your Success,’ 
Description and Argument 

Nest comes the question of desciiption The vividness 
of description of your pioposition or articles of sale would 
conjure up a hving picture in the mmd of the reader 
Hazy and unforceful descnption is too often responsible 
for failure in getting responses No omission of the vital 
■parts IS allowable inasmuch as it instigates doubt about 
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iibe geniuneness and quality 'while too much of it is 
disgustmg In desciibing the article special mention should 
he made in what lespects yours is an improvement over 
others, e g 

“The ‘Pearl* handkerchiefs are specially attractive 
as pretty puja gifts Made of handsome crapa de ohme 
with unique stencil pictures in many oiigmal designs 
and colourings, these are vciy acceptable gifts and 
because of their usefulness and attractiveness, are 
never azmss as lemembrances ” 

Arguments, hke descnplion, go a long way towards 
oon'vmcing the readeis Induect arguments suggestive of 
the superioiity of the aiticles aie often more effective than 
duect arguments for, as m the latter case, the reader does 
not at all know that he is unconsciously taken through a 
cham of arguments Take for mstance the following 
osample of indirect argument — 

“The arrival of a laige number of unsohcited testi- 
monials fiom our satisfied customeis for our new 
invention is a sure indicator of its great success It 
goes, without saying that the "article* has caused a 
great commotion in the market “ 

Tet aiguments are not all You may convince the 
leadei that yom offer is the most advantageous but still he 
may not be in a mood to buy So a letter generally has 
a few Imes given to persuation, whicdi is the vital pomt 
Por example — 

'The tune to let us demonstrate is right now, to- 
day, this minute There is nothmg to hesitate about 
TTic iisl is all ours Tear off the caid Get it right 
in the mail You will be glad you did You 'will count 
it a lucky move on your part.* 

3 
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A leal letter closes with the following peisuasive* 
sentences — 

‘'Heie IS a leal chance foi you to leap a haivest 
of piofit ^ A clwucc ioi you Go ovei the enclosures 
vei\ caiefully, lead betu“een the Imes and see what 
a bioad u ay of possibihties aie opened before your eyes 
Don't 'he dreaming’ A big piofit-oppoihinity is 
looking lou in the eye ii^t this time 

Diop youi caid — ^immediately Take the step 

to-day — if piospeiity s demand counts anything with 


Tone and Tact. 

Though a sound business is built upon honest dcahngSr 
tone and tact aie nereitheless useful instruments in the 
hands of a skilful wnter in turning down a than without 
hmtmg his feehng and showing him the injustice of his 
position while persuading him to see things m a dijSerent 
diieotion Tact is also necessaiy to put in arguments m 
refuting objections which a readei mav be mehned to raise 
on perusal of the mattei The tone of comtesy and lespect 
also tempeis the contents suitably Tlie followmg is an 
instance 

'You ask us to explain whv the muslm such as you 
bought of us at Bs 2 per raid is now offered for sale 
at Be 1-12 The explanation is simple vou made your 
purchase when the goods were just placed on sale, the 
present puce, as om adrertisement plainly states, 
made on lemnants m older to close out tlie Ime Tinder 
the circumstances we must dechne to considei yoiur 
suggestion that we refund to you the diffeience in puce * 



THC SUBJLCX MmLR 


35 


Gonolusion. 

The letter should terminate with a fnendly <ylo5c 
In a letter, however, all the several items meige mto 
one another accoiding to the needs 

Bdow IS a modification of an ideal lettei 

'This IS a cordial mvitation to you to see the w lik- 
ing of our sugai machine 

And youi acceptance imphes absolutely no obhga- 
tion on youi part 

We aie sure, how'evei, that when you have once 
seen the woiking of the machme, you won't want to 
buy any othei 

Oui machme has pioved to be a self-sellmg one 
It stands absolutely on its ments 

I simply w'ould like to make a few observations 
purely on your own account and future gmdance I 
want you to know the machme and see for yourself 
what it leally represents m simplicity of construction 
and efficiency 

After these assurance, may I hope that you will call 
upon me any day this week^ 

Bemember, there is not the slightest obligation 
I shall enjoy lowing you the woiking whether or not 
you aie mterested in buying ' 



GHAPTEB n 
THE ARRANGEMENT. 

Standard Method. 

In the preceding chapter the general principles to be 
followed in the composition of any business letter have been 
indicated The method of airangmg them should nexit 
receive our attention It is no wonder that the proper 
arrangement of the contents of a letter should be an essen- 
tial factor in good letter wn&ig No doubt the inclusion 
of convincmg argument and wmmng persuation, in the bodv 
of the letter specially when they are ably wntten or compil- 
ed with diSGretion» goes a long way towards securing the con- 
fidence of the reader but the proper arrangement thereof is 
nevertheless of no less importance Simply ciowdmg of 
facts and figures without any order or system, however inter- 
esting they seem in their isolated statea, cannot but form a 
dis]omted whole and is doomed to fail in carrying weight 
Many are observed to ejaculate m utter disappomtment to 
the effect that their letters have gone quite unnoticed and 
unresponded but they do not think worth their while to 
probe mto the causes that were really responsible for tbeir 
failure and to rectify the drawbacks Faulty arrangement 
often offers causes of sad disappointment Snowing Eow 
to arrange the matter will thus to a thinkmg mind, appear as 
important as selection of materials to be put in A graceful 
harmony of the two is what all letters should aim at 
attammg 

At the very start it may be pointed out that it is not 
possible to dictate any typical system of arrangement The 
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order followed b; the master wiiteis vailes to a gieat extent 
according to personahty and charactenstio features of their 
own Moreover to an expert letter writer the letter loses 
its bnlliancy rf some stereo-typed forms are mainly employ- 
ed They rather find a flavoury trait m departures from the 
general rule Sut at the same time it should be made clear 
to the begmners that for them it is wise to follow the 
method prescribed below so long as expenenee and know- 
ledge of human mind do not befit them to handle the letters 
in any way they please J17ithout a thorou^ grasp on the 
usual method of arrangement, one oaimot possibly ascertain 
when any departure may be made with good effect Let us 
here study what order is most natural and efficient as well 
and hence is advisable to follow 

Presentation of the Proportion. 

The object of the letter cannot be realized unless the 
reader be pi evaded upon to go through the entire letter 
What sorts of materials should constitute the body has 
already Been discussed An insight mto the subject would 
convmce one that the presentation of the proposition at 
the very beginmng is to be discouraged, because in 9 oases 
out of 10, this practice insinuates in the minds of the 
readeis that the pioposition is viewed from one side only 
inasmuch as it seems simply advantageous to the writer and 
thus prej'udices their heart against the proposition even if 
they are carried away by reasons oii sentiments which 
follow towards the proposal Specially it is unwise to quote 
prices in the fibist paragraph without eiqilaining the ad- 
vantages and usefulness of the article in question But 
there are always exceptions to the general rule When the 
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proposal without anj- doubt seem profitable to the 
leader or whenever an unusually cheap offer is made, the 
proposition may be put in the openmg lines to ensure atten- 
tion and careful perusal 

Opening Line. 

Then how to begin if the proposition is not to go firsts 
The object of letter writing is hkdy to be fulfilled if the 
fiist few Imes can cieate wide-spread interest in the mind 
of the reader As a rule, the success of a sales letter 
depends upon its opemng paragraph The general proposi- 
tion contained m the lettei may be ever so convmcmg but 
it will not be read by many men unless the openmg lines 
look mterestmg The lines should breathe of freshness, 
charming personahty and enthusiasm All cut and dned 
phrases and common-place utterances are to be sedulously 
pruned off Express m a few ensp and tactful words that 
the mterests of the recipients are looked after The reason 
of approachmg may also be embodied m the opemng lines« 
The mterest should as much as possible be sustained till the 
reader comes to an end of the letter It has often been 
observed that the opening sentences seal the fate of the 
whole letter , for they ma> induce the reader to go on or 
stop mstantly Never wnte, ‘It has occurred to the writer,' 
‘I am takmg the means of acquamtmg you with the fact 
that I am a , ‘ etc A few examples of apt opemngs 

follow — 

‘Of course }ou are m busmess to make money; 
and this Bemg the case, would it not be worth while 
for you at this time to consider the handling of such 
additional Imes as would enable you to make money 
duimg the summer months^’ 
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'Bebind this big znachmeiy plant is an ideal that 
IS much biggei than the plant itself, oi the men who 
built it That ideal is to help the Indian youth to 
find an honouiable li^mg and inciease his earnings * 
The opemng lines metead of foiming a paiagraph may 
consist of a single sentence, a meie phiase oi a pertment 
head hne Examples follow — 

'Look foi qmck letuins and profitable ones^’ 
'Earn big money by mvestmg in — ’ 

'Yes, it 18 tiue, eveiy word of it 
‘Aiiived ** 

By way of passmg it may be remarked that if the 
opemng is too staithng, it may give offence to the leader 
-to whom it will be impossible to coimect it logically with 
*tbe proposition foUowmg 

The Proposition. 

The next in order should come the proposition for 
piesent action before the leader Here also a thiough and 
“thiough knowledge of the older m which the proposition 
16 to be offered is as important as a keen msight m regard 
■to the materials to be put in the letter is necessary The 
mam point to be lemembered is that the proposition is to be 
laid here in its entiret}' ivith the thought mamtaimng a 
logical fiow in appropriate succession In short, the pre- 
sentation of the proposition should take place m a manner 
as to make the reader follow the letter with mterest and act 
upon its suggestions No amoimt of stem logic can secure 
a reading unless some new characteristics or peisonahties are 
^developed As an instance take — 

'The moment you employ oui Labour Saving Sew- 
mg Machine you stop the eternal paymg into the pockets 
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of others , you get bigger amount of Troik 'mih smaller 
amount of labour ' 

The Argument. 

After the presentation of the proposition, it is \rell ani 
good and most logical and natural as well to add a few 
lines m the shape of arguments, the main object of winch 
is to show the advantages of the proposition and the piofit- 
ableness of the offer moie to the leader than the writer seems 
to derive fiom it The aiguments when backed up with causes 
and effects, facts and ciicumstances appeal to our reason. 
The success of it, however, depends equally upon the goods, 
the reader and the proposition Offeiing a machine to 
villager is meamngless unless it is shown theiem how with 
a capital withm the leach of every man and with a simple* 
mampulation of the machinery offered the reader will be 
enabled to earn a decent hving at home Finally when 
convincing proofs have been produced to corroborate the 
eohdairty of the proposition, one thing still lemams to be 
done, we mean clmching the aiguments to a climax which 
generally amounts to strong peisuations« Tactful wordings- 
should be taken lecouise to to mcite prompt attention to the* 
proposition 

Persuatlon, 

When the proposition has been presented and sup- 
ported by arguments and facts and figmes the mind of the 
reader attains a sympathetic mood towards the reasoning 
of the letter But he should next be stirred up into action 
Herein comes up the function of Tersuation’ 

Suggest to the reader that an early compliance will 
end m his favour, request him to act up to your sugges- 
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iions while at the same time allow him to exercise his own 
free will, show him the timeliness of the ofEer, readmess* 
to serve on your part , extend a hearty welcome to yom ^ow- 
room with no obhgation on his part; hmt that the leader 
may lose by delay, in short stir him to action This func- 
tion IS often identical with closmg paragraph as will be 
seen below 

As an illustration take — 

'After you have bought your first dozen red and 
blue pencils, you will be glad enough to buy them by 
the gross and save much more, you’ll have identically 
the same expenence as our many other satisfied^ 
customers * 

As a means to clinch the argument write — * 

'Send me your order by return mail. It will prove* 
a real revdation to you 

Take this money-savmg step to-day ’ 

The Closing. 

Generally, a dosing paragraph bnngs the whole into 
termination Here also too conventional dosmgs such as 
Trustmg that we may have the pleasure of hearing from 
you and assuring you that your reply will be greatly appre- 
ciated or Thanking you in advance for the early reply vou 
will give us*, aie to be avoided A do-it-now tone is all 
that is wanted For examples — 

‘Fill up the enclosed blank and mail it to us ’ 
‘To-day — Bight Now ’ 

‘No matter what the occasion, how trivid the 
purchase, pve us a trial on your next order You will 
be delighted with the result ’ 
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'You Will be glad you adopted this suggestion. 
Tiy it at once and see ’ 

‘Decide to come light now — 'tis a profitable 
impulse ' 

‘In 3 our town it is ^old by our Agents Messis. 
& Co Try it We are sure you will be 
satisfied with the gualit\ .ind it will give your farm 
all the protection it needs ' 

A courteous or complunenfaiy closing is also the custom 
with man^ The follow mg may serve as examples — 
'Assuring we are here to give you the same good 
qualities, conscientious values, square treatment and 
courteous attentions at all tunes ' 

‘We would greatly appreciate an opportunify to 
quote you on 3'oui requiiements ' 

‘May I hope to heai fiom 3-ou by return mail^’ 
‘We piomise umform good quahty, correct weight 
and a smceic w'lllmgness at all tunes to prove our 
thorough appieciation of 3 our kmd patronage " 

Conolusion. 

From the abo\e v^e see that the logical method of 
^'^iiangement is as follows — 

1 Enthusiastic Opening 

2 Presentation of Proposition 

3 Arguments, etc 

4 Persuasion 
5 . Closing 

^hich it IS wise for beginners to follow though only 
experience and practice can dictate when a departure from 
the abo^c system can be made without any detriment to 
-the contents 
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The following example will seive as a guide — 


Dear Sir, 


'Enthusmtic 

opening 


Proposition 


Argument 


Persuasion. 


High! now it IS important that 
busmessmen should look prospeious, should 
be well-diessed and carry the air of one un- 
touched by adreisity This apphes equally 
to the man w*hose credit is an asset m his 
business and to the man who is employed to 
repiesent otheis 

A piosperous appearance is desuable 
at any time , } ou know this without my telling 
you , but theie is one thing m connection with 
it that I can tell }ou — ^how to get the best 
lesults By lesults I mean best fabrics, best 
patterns, best styles, best fittings, and best 
wmkmanship m your clothes Every other 
tailor claims the same things — of course, but 
I keep right on claiming them by everything 
I do, not onl\ while you are buying a suit 
of me, but as long as you wear the suit If 
I should see the suit on you a year aftei you 
brought it, I would say, “best fabno, best 
pattern, etc ” and if you did not agree with me 
I would make you another smt for nothmg. 
In othei woids I want the result moie for the 
lesult than foi the sake of gettmg your money. 
That’s why I mean best when I say it 

I am not carrymg over any old stock : 
nor trving to work off 1920 patterns m suits 
made in 1921, my stocks are new and the 1921 
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I would make you another suit for notrdng 
patterns are very attractive and eflEeotive, I 
would like to show them to you 

My piioes are faur, fau: to you, fair 
to me, fair to the best workmen who had,, 
they are not hig^ pnces-— just fair 

Closing I would like to make your winter suit. 

Yours very truly. 



CHAPTBE m 

CHARACTERISTICS OF A MODfiL LETTER. 

General Gbaraoterisilos. 

GiaceM pb 3 rsicel look, judicious composition of the 
body matter and the proper arrangement of the same 
though of inestimable service m the makmg up of success' 
ful business letters, do not comprise all the elements 
necessary m a model letter but simply form a sohd founda- 
tion upon which the entire stiucture would depend Their 
assistance is no doubt mdispensable m writmg a most 
faultless composition but with all this they may be 
impotent m imparting a freshness and life running through 
the whole It is difficult to lay down outlmes on which 
e model letter should be drawn, for letters should he written 
in diverse tone and style to adapt themselves to the 
occasion and to the sunoundmgs All that is possible heie 
is to pomt out several general characteristic features which 
almost all master letters contain The most impoitant of 
them are — 

(1) Origmality 

(2) Tact and Judgment 

(8) Adaptabihty 

(4) Tone 

(6) Force 

(6) Suspended Interest 
Origbiahty. 

A lively ongmal composition holds a peo^ar nhurm 
■oiei the reader's mind People are so much tired of 
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cou\untional writings thaij a stale stjle and stereotyped 
oxpiessions can scaicclj hope to attract the notice of the 
loaders Most of the successful letters will be observed 
to contain savings not met ^ith geneiallj By oiiginahty 
of course ne do not mean a queer saying but a genuine 
of thinking, altogether in a new Ime to engender 
interest in what is to foUow Simplicity of thought finding 
expression in a simple and natural st\le never fails to 
awaken curiosity m the leadeis Above all, opemng 
paiagiaphs specially should be of ongmal type departing- 
as much as practicable from the grooved hne of procedure 
WHien the curiosity has once been raised to a point it is 
inciunbent upon the wiitei to sustam it by prudent selection 
of matters Letters with unique openings arrest attention 
at once One cannot shut his eyes agamst such opening 
lines as 

* You can’t blame me if it happens I 

I have flashed the signal 

I’ve hung out the red light, — * 

*Do you dare trifle w'ltli voui health? Do voii 
know it’s the most valuable of vour -possessions? With 
it powci, success and happiness aie youia Without 
it }ou aie neiihei eflicieut noi happy ’ 

‘Tour name was given us ns a man ready to giasp 
an extra-oidmar\ oppoitumti to make money ' 

'Your monev'e join own You will of couise- 
spend it any way ^ou want to You may pay high 
fuimture puces But we liaidlv bdieve ’ 

Displayed and catchy head lines also act as so manr 
«!icn posts to the subject maitei and serve as effective 
<5Glling points since vom loader cannot fail to see them 
Thi‘5 method of usinsr < 5(1 ong catchlines should onlv be 
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practised wliere it is justifiable by ment of the proposition. 

'Match Problem Solved 

Simple Machines Guaianteeing SO pei cent piofit. 
etc , etc ’ 

'A umque Diseoveiy 

New in the field 

Taot and Judgment. 

Success in letter niiting depends upon the tact with 
which the letter is to be handled Tactfulness has mauv 
a time brought in fresh customers and has re-won the 
confidence and pationage of dissatisfied constituents Now 
foi drafting a letter, tactful and spontaneous at the same 
time, one must exercise good judgment, which with 
moderation and commonsense is the best fnend-of a letter 
wiiter Observe all things and piopositions horn the point 
of view of the readeis foi whom the lettei is intended 
This piactice will humoui the readers, mteiest them_ 
appeal to them and will never offend them 

Another pohcy geneially adopted m this case is to 
think clearly the whole subject, weigh carefuUv the pros 
and cons and thus possess a first hand idea, clear and’ 
conect, of the proposition to be piesented In short, look 
into youi heart and write Don’t try to imitate otheis 
but write out your own ideas steering clear of cut and 
^led phraseology This piactice will ensuie oiigmahty of 
ideas and in the hand of a deep thinkei the letter will 
possess the elements of a model l^ter Good judgment 
also requires that the proposition of letters should appear 
quite plausible, since tiuth and sincerity are of the greatest 
assets to a letter writei If there hangs some absurdity 
about the proposition, this will insmuaie doubt in the 
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reader’s mind as to the veracity of the writeTi and the 
letter would fall far bdow its mark 

Adaptability- 

It IS the skill to secure hearing from all parties The 
same letter xs not equally pulhng in all centres One may 
yield unprecedented success m one quarter and yet may fall 
quite flat m another circle The letter should be adapted 
according to the temperament, education and scope of those 
iio whom these are addressed What may be catchy to one 
section of people with particular social or pohtioal views 
may be lacking m cairymg weight with those of the oppo- 
-^ite camp In short (the tastes of the various persons 
diSenng from those of others, before communicating with 
them their nature should be studied as much as possible and 
-they should be approached by the master wnter in a manner 
as most likely to appeal to their bram and heart The lan- 
guage of the wnter, the method of putting things, the length 
of the letter also require modification to make the letter 
interesting and not disgustmg to the reader A long letter 
may be quite agreeable to the sense of a villager unused 
-to receive many mail letters daily but big letters would be 
quite tiresome to a busy man of busmess Where the 
nature and inclmation of the addressee is unknown it is 
desirable to wnte letters of mediocre size Another 
important thing to he noted in this connection is being 
abreast of the tunes and taking the psychological moment 
-to advantage m extending the busmess Tunehness of 
ofier IS an important factor in winning new customers 
A touch of colloquial and personal language is often a 
useful mstrument m the hands of skilful correspondents 
Tianguage is also to be moulded according to the profession 
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or trade of the recipient The use of a little slang and 
professional and technical phrases and rhetonc is not only 
allowable but also justified in conveying the idea that the 
coriespondent is quite at home with the subject This 
does not of course presuppose wholesale technicalities in 
the body of the letter Only an occasional touch here and 
ihero signifies familanty with the busmess 


Tone. 

While style is the 'dress of the thought', tone is 
'atmosphere 1’ Try to cultivate an easy and natural tone 
It is deterznmed both by the matter and by the impression 
that the writer wishes to produce The tone of the letter 
IB affected to a considerable extent by the person m which 
the letter is wntten Many correspondents allow the first 
peison to dominate over tiieir correspondence Though 
this mode of expression smdls of an egoistic tone giving 
offence to the recipients, its use is allowable while express- 
ing some opimon or giving personal touches In general 
correspondence it is good to keep oneself m the back- 
ground Such examples as, 'I have done such and such 
My artides are super-excellent The prices I offer are the 
lowest available m the market' fall ineffective The use 
of third person also imparts a cold and distant tone which 
in general letters should be discouraged It is thus prefer- 
able to write a lettei in the second person because this 
shows a dehcate courtesy to the reader and assuies him 
that the question has been dealt from his point of view 
and that it is to his interest that the letter should be gone 
through. 
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Mark the congenial tone in the opening lines of a letter 
that talks facts and figures to the farmer appealing to h™ 
to pamt His farm — 

I have just been thinking about that bam of yours 
It IS the stordiouse of your farm and holds the 
rewards of your season’s labour, till they are marketed 
A mighty important building I 

You would not feel safe if it was not fully protected 
against fixe, yet it is a fact that more bams aic 
destroyed by pamt neglect than by fire — and pamt 
IS a whole lot less expensive than insurance It is the 
cheapest form of protection for you 
Force. 

The letter should possess convincing ani compeliing 
elements in it as well To achieve this the letter should 
be foiceful and absolutdy outspoken A spirit of enthu- 
siasm should pervade the whole of the letter this guarantees 
sinoenty on the part of the wntei and evokes faith and 
conviction from the prospective buyers 

A forceful wnter moves his readers by the life and 
force he mstils mto the subject He impresses the reader 
with the importance of the question His livebness and 
enthuuasm are contagious like laughter and catch any body 
who may happen to read it 

Talking direct to the point and being brief are also 
steps leading to forcefulness Let youi thoughts move 
with grandeur towards a climax, and &u3 lend an unusual 
force and vivacity to the whole, so rardy met with m 
ordinary correspondence 

The following is an instance of forceful paragraphs — 
'I want a man who is a salesman from the ground 
up, who IB a money maker from head to hed 
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He must have vun, vigour and velocily m him! 
He must have ginger, gumption and getabilil^ He 
must be ambitious, resourceful, rehable — yes, above 
all rehable 

He must take hold of this thing with head, heart 
and hand and woik for all there is m it ’ 

Sn^ended Interest. 

When the mterest of the reader has once been 
awakened by an enthusiastic opemng, do not let it dag 
but sustam it carefully, to the very end of the letter The 
-crucial pomt is not to be revealed too soon In the words 
of a publicist, 'You are to Build up his hope, awaken his 
•desire, before you display the mam object — the big idea — 
the real issue of your proposition By that tune he is 
hkely to want it He is ready for it His enthusiasm 
and mterest are kmdled He is then near action ’ Here 
15 an example of suspended mterest 

If some body told you how you could mcrease your 
productum 50 per cent or 60 per cent you would lend 
him an ear, wouldn’t you? 

And if some body else told you how you could 
cut down your manufactunng cost 25 to 80 per cent , 
you would hsten to him too, wouldn’t you? 

Here follows another instance how interest is suspended 
while oSenng a book which shows how to be another man — 
a biggei edition of one's former self — 

May be that’s a strong thing to say i May be it 
isn’t, may be I am putting it dead straight "You'll 
be anothei man " You’re no difiarent from the rest — 
the men of the hour — alert, up-and-doing, success- 
craving, determmed to accomphsh more to-day than 
they did yesterday 
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You aie no difiEoient, I say If you, too, read 
‘'The New Success'’ it will light within your breast the 
fires of new ambition, just as it has done with every 
other man 
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THE FOUR CL&SSES. 

Having given the general charactensticB of Business 
Letters we are called upon to classify our correspondences 
To attain efficiency in the correspondence of the office 
the first step would be to systematize the mail And m 
domg this we find we can use stereo-typed forms m some 
routme busmess of the house Thus we come lo the 
fiist class of all business letters — The Boutme or Form 
Letters which cover sTmilnr imtial and answer letters 
to sevwal parties 

FoUowmg this we divide our correspondence according 
to the of business transaction The general busmess 
of a commercial house are (a) Procuring orders, (b) Col- 
lectmg money, (c) Appomting agents and retailers for 
distribution of merchandise The correspondence therefore 
naturally classifies itself into these four groups 

(1) Form or Routine Letters 

(2) Order Procuring Letters 

(3) Collection Letters 

(4) Agency Letters 

When we have studied these four classes of business, 
we find the entire correspondence automatically oivide^ 
itself into these four separate classes We resystematize 
these m the foUowmg pages 
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THE FORM OR ROTITIRE LETTERS. 

Orders and Answers to Orders. 

One of the most important items m the routine business 
of all merchants houses — big or small — is sendmg out 
ordermg letters and acknowledging the orders received In 
tile proper conduction of business while goods are to be 
purdiased either in raw or fimdied form from the manu- 
facturers or wholesalers, by rail, nver or sea by despatch- 
ing order letters, the orders received by the firm m it*^ turn 
from its customer, are to be acknowledged and fuUy filled 
up And m due course enquiries are to be made and 
answers given, complaints are made and received and ad- 
]U6tment to them done Thus m the Form Letters wo 
have the following groups — 

(1) Orders and Answers to Orders 

(2) Enquiries and Answers to Them 

(8) Oomplamts and their Adjustment 

The essential pomts to be home in tnmd in the oon- 
etruotion of ordermg letters are — 

(1) Reference to catalogue 

(2) Itemizing the goods ordered 

(3) Description of goods 

(4) Method and Date of dehvery 

(5) Remittances or Enclosures 

(6) Miscellaneous 



THB FOBM OB ROUTINE LETTERS 


67 


Beferenoe to Catalogue. 

To nmumise tlie chances of error and misunderstanding 
always give a reference of the goods you want from the cata- 
logue or price list of the company with whom you 
place your order Any number appended to denote the 
article or its qualify must on all occasions be quoted with 
scrupulous accuracy Such practice would help the sell- 
ing firm to understand exactly the kmd of your requue- 
ments and would thus end m expeditmg the affair It the 
company does not issue any catalogue or circulars, details 
of goods from its previous correspondence may be freely 
quoted If you use any order and office number, 
put this also clearly at about the top of the letter so 
that the other paify will refer to it in responding 


Itemizing the Goods Ordered. 


This means that names of articles for which orders are 
booked should be arranged carefully in a column each with 
a separate number Wntmg the order lettei m the tabular 
form or somethmg amounting to it is here meant It is not 
far to see that this sort of arrangement is most agreeable 
to the sellmg firm as this faoihtates carrymg out the order 
free from all risks of enors and onussione The act of 
chedang the despatch of order or packing of goods becomes 
tt matter of easy completion both to the buyer and seller 
n easy reference to the goods ordered oi despatched is 
also affoided by this system 
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Desorlptiion of Goods. 

The Older letter should be e3:plicit about the goods^ 
required It is bolter to write a few words more than a 
few words less than those actually wanted to make the 
letter fully intelhgible Give a clear desciiption of goods 
you need, state the quantity, size, style, puce, etc in 
the very woids of the sellei Your mteiests will then not 
only be fully safeguarded inasmuch as you can complain 
if the goods are not up to description and can legally claim 
replacement of the ordei or lefund of the value money but 
also the terms would be advantageous to the selhng party 
as no possibility of misdehveiy heio exists and the ordeis 
may bo complied mth without consutling catalogues or 
previous commumcationB To eliminate probable sources 
of mistakes, the page of catalogue dwelling on the article or 
containing an illustration of the article is sometunes 
enclosed in the letter 


Method and Date of Delivery. 

Too much cannot be said concemmg the caution to be 
exercised to make this point quite deal and complete If 
you are sorely m need of your articles, mstiuct the firm 
with whom you place your older to carry this out by such 
and such date If the article be of no use to you if these- 
are received later on, speak this out and wnte that the 
Older IB subject to cancellation provided the goods are not 
received by that time The method of booking or shipment 
may also oe specified , for instance, you diould mtimate that 
the parcel is to be sent by mail, by V P P , by rail, by 
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parcel post, by special messenger, or anything of the kmd^ 
If the order is to be sent by lail give the name of the nearest- 
railway station and if by steamer, give the name of the 
nearest steamer ghat, and so on 

This statement would prove equally helpful to the 
customei and seller The seller is spared the trouble of 
aacertainmg the best way of transit while the buyer feels- 
that his instructions are being followed to the letter 

Bemlttances or Enolosures. 

A modd letter would also allow a few words on the 
manner m which the monetary transaction would he done 
If you enclose any cheque, draft, promissory notes, have 
it mentioned m the body of the letter 

Misoellaneous, 

If the destination where the goods are to he despatched 
be otherwise ihan that appearmg on the letter head, clearly 
advise where the goods are to be sent and furnish also the- 
new address 

Huplicate orders are often to be sent when any un- 
necessary delay occurs in the safe arrival of goods In 
such cases repeat your previous letter instead of wn&ig to* 
serve the order of such and such date The importance of 
this procedure would he evident to you when it is taken 
into account that the letter may be lost m transit Of 
course the whole matter should be laid bare to the partv 

In case of re-orders also lepeat your order An illustra* 
tion covering all the pomts enumerated follows — 



MAIL OBBBK IiBTTEBS AKD METHODS 


«0 


'On 26tli March I sent you an order for the under- 
mentioned goods to be forwarded by rail, mail, but 1 
regret to say that the articles have not reached me 
yet 

The goods ordered for were ’ 

We give below an example which may be accepted as 
a dependable model for order letters 
Order No — G24 
Grentlemon, 

We have duly received your circuL'r of the 4tlv 
mstant with samples and price hst We lihe the 
samples sent and therefoie enclose a triii cider ns 
fdllot^s — 

6 pieces Tussor No 020 at Be 1-14 per yard 

12 pieces Mercensed Suitmg No 050 at Be 1-4 
per yard 

9 pieces Silk Tussor No 007 at Bs 2 per yard 

Emdly supply this merchandise via E I B to 
Calcutta City Booking Office on or before Apnl 2 and 
send the B/B by V F F We are enclosing a cheque 
for Bs 20 as advance 

Yours faithfully, 

To minimise the task an Order Blank may be 
substituted 


Order Blank. 
BLABE & 00 


Order No 
Name 


Allahabad 

Date 
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Address Bexmttance 

Date of execution 

Soute 


Number 

Quantity 

Articles 

Price 























□ 



General Bemarks 


Signature 


ANSWERS TO ORDER LETTERS. 

Promptness in Reply. 

. building up of business nothing is more- 

nnportant than promptness in leplying all ordeis The 
evils of dilatormess m this instance need not be brought 
home to the business men Business etiquette also 
emands that no lettei should go unanswered even if one 
enquires in a bne you nevei represent The buyers are 
eager to know the fate of their letters and expect to get 

0* action fs bemg taken to carry 
out theu: orders ' 
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Simple Acknowledgment. 

The first duty on the leoeipt of an older letter is to 
‘acknowledge it, mentioning the date and reference number 
of the letter received The older is sometunes repeated 
In passing, write that the order !ls engaging your best 
attention and will be executed at the earliest possible date 

Fiinted letters with spaces left for filhng up dates, 
subject matter, etc are mailed to the prospective 
customers as acknowledgment These should be drafted 
with care and simplicity to cover a great number of cases 
A general form hke this may be used — 

'Dear Sir, 

We acknowledge with thanks your order of 
March 21, 1928, for 300 dozen pair of stookings per 
size and numbers quoted from our catalogue of 
January, 1923 

The order is receiving our attention and will 
be complied with m a week 

We assure you of our appreciaiion of your 
valuable trade 

Yours faithfully, 

Notice of shipment or transport may be sent later on 

Date of Delivery. 

It you are positive on sending the goods on such an> 
-such day, inform the buyer to that efiect In shtn 
cnllghiien the buyer on the carrying out of the order q 
much as you can 
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H yoTJT stocks liave run low or you have oversold 
yourself and some delay is inevitable in complying with 
the order, speak this out unreseivedly to your customei 
and also tell him positively on which day he may esqpect 
the goods This piactice would alleviate much misunder- . 
standing and would help to preserve the mutual co-operation 
and good will 

Failure to Supply, 

Occasions would arise when the selling firm would not 
be m a position to carry out an order at all or m full. 

In such cases write expressing youi legret fox failing to 
carry out the ordei If the order can be filled only m part, 
inform the buyer which of the items you are unable to 
supply and thus allow him full freedom to purchase from 
any other source without any delay and consequent loss 
and inconvenience to himself 


Errors In Order Letters. 

While leplying the order letter one diould pomt out 
^th due courtesy any error which may have crept locpid- 
^ enumeiaiaon of figures denoting quahty, pnce, etc and 
hint at what the correct thing would be It is better to 
^ait for confinnation or re-assertion from the customer 
ut if the error be of minor importance and too evident 
Busmterpreted, the order may be executed after 
^ficessi^ conection Even then brmg to the notice of the 
party tile anomahes m the order letter and how they have 
en rectified and the order served without delay to save 
A mar mi to to 

a jf the procadure la not eatiBfaototy to to huyea 
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the merchandise may be letumed to him at his expense. 
The under-mentioned letter may serve as a typical example 
of the foregoing — 

Dear Sirsi 

We have your Order No 1143/A of April 15, 
for 200 pieces of chintz Styles No C/36, G/40 and 
B/24 are being forwarded to-day in quantities as you 
desire We have however no No B/36 with width of 
72 ins as this is not made m larger width than 66 ms 

We are sendmg with other merchandise 25 
pieces of V/86 with width of 72 inches as quoted in 
our previous catalogue If this style is not what you 
wish, you may return it at our expense and we will 
either substitute another model or credit you with 
amount of sale 

We trust this arrangement will be satisfactory 

The mvoioe accompanies the letter from 
which ue have deducted the sum of Bupees Two 
hundred which we received in cheque along with the 
order 

Assuimg you of our beat service and awaiting 
your further commands, 


Cordially yours, 


The Fbnn. 

Thus we find that the answers to order letters follow the 
same general schedule, namely — 

(1) Acknowledgment of order 

(2) Bestatement of the items 
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(8) Information regarding execution and 

;tianspoit 

(4) Geneial lemaik, if any 

(5) Foimal thanks 

A formal Transpoit (Bail, or Shippmg) Notice to 
mfoim the customer of the date and late of transports- 
ifcion may be as follows — 

SILK MANUFAGTUBING CO 
Ludhiana 


Date of Older 
Date leoeived 
Benuttance 


Tom Order No 
Om Order No 
Execution 


Quantity ordered 

Quantity supplied 

Description 

Price 








Eoute of Transport 

General Bemaik Signature 


Bemittanoes. 

If any cheque, bank note, bill or draft or in short if 
lemittances in any form accompany the order letter, 
-acknowledge the receipt of the same while replymg tho 
letter 
5 
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Mode of Adapting. 

Hlq mode of couching the letter should be varied 
acoordmg to circumstances A lettei to a busmess maa 
may contain techmcal terms and phrases which are quickly 
intelligible to him but letteis to pimte mdividual should 
be more exphcit with as few techmcal teims as compatible 
with the purpose of the letter The tone of wiitmg needs 
be adapted to make it qmte convmcmg and agreeable ta 
the buyer 


The Closure. 

Fmall}’’ the letter should close with a courteous phiase 
or sentence stating that his commands would meet with 
early comphance or utmost care or lequestmg the exten- 
sion of his patronage and so on Specially a new customer 
^ould be acooided a hearty wdcome and mfoimed that 
his further orders will receive the greatest of attention 
and will be filled with gladness and promptitude 
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ENQUIRY LETTERS AND THEIR ANSWERS. 

The Plumose These Serire. 

In busmess ooirespondence enquuy letters and tbeir 
replies play an important part and reqmre careful atten- 
tion in their disposal These are prehminaiy steps to order 
letters but etiU in scope they stand as a separate class 
inasmuch as these merely ask foi defimte information 
on some particular subject Eor proper conduction of 
busmess a large volume of correspondence as to be mam- 
tained by every business house m the shape of enquiry 
letters Whenever one offers or may possibly offer anything 
for sale which mteiests you, you have to make several 
enquines regarding price, description, uses, etc , before 
the actual pui chase is made When you are in a cnScal 
position and are intent upon making a new departure from 
oustomary piactice or are opening up new lines whose 
utility you are rather dubious of, you have to seek the 
opinion of experts in the Ime or of those whose advice 
counts much in such affairs When you are sadly in need 
of certain information regarding articles you are mterested 
in, 3'ou are to wrte to parties best equipped to help you 
in such matters When one party asks certsun commodities 
on credit you have to ascertain bis financial and busmess 
status from references he may give you and from other 
sources as well There are thousand and one other reasons 
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why enguuy letteis absorb suoh a big share in our daily 
loutme conespondence Answeis to such enquiries also 
make up a laige bulk of conespondence Beplies as to 
prices, desciiptions, etc aie to be made wtth care and 
accuracy The rephes, above all, should be all to the point 
and terse, concise and at the same time intelligible 

Classlfioatlon. 

To study the method of piocedure in gettmg up enquiry 
letters it will be of much facility to have them classified 
and discuss them one at a time The followmg are the 
mam classes mto which the subject may be suitably sub- 
divided • — 

1 Letteis of enquuy before the actual purchase takes 
place 

2 Letters asking certain favours 

3 Enquines asking mdividual opmion. 

4 Letters soliciting lecommendations 

5 Letters aslang for i ef erences. 

6 Letters requestmg for mfoimation 

7 Letters applying for position 

Before 30 U send enqmry letteis for information it is 
always good to follow the pimciple of givmg no trouble 
to any peison for mfonnation you can yourself collect with 
a httle trouble No enquiry also should be made regardmg 
subjects already known to you As few questions as possible 
should be asked A note of thanks on the receipt of the 
desired information should always be sent Also make it a 
point to enclose a self-addressed and stamped envelope or 
postage stamp m your letter of enquiry 
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Letters Leading to Purchases. 

These generally refer to request for catalogues, prices, 
booklets, circulais ox samples and for any particular infoi- 
mation preliminary to the purchases contemplated 

Purchases however m the general sense of the word 
not only include the buying of commodities but also of 
services, etc In asking for particulars the letter should 
be as short as possible and to the pomt, laying special 
stress on the details you aie specially m need of The 
points to be kept m view in such letters are (1) Mention- 
ing the source where you get the address from (2) Dehmte 
statement of youi enquiry and (3) Exact enumeration of 
the information you want 

The following lettei of enquuy may serve as a model — 
'Your name has been handed over to us by one 
of our friends as manufactuieis of automatic looms 
I shall be glad to leain fiom you the followmg 
particulais regaidmg it — 

1 The maximum breadth of cloth it weaves 

2 The aveiage output per hour 

3 Its pnce and any special features 
In anticipation of an early reply/ 

In replying to the mquiry of a prospective purchaser 
send your price list, catalogue, circular, etc if possible 
Some parties make it a point to send order blanks Some- 
times personal replies are wanted Always try to give 
the informaiunn about the meichandise but the method of 
wntmg too much of the advantages deiivable by the buyer 
is to be discouraged In short, lender genuine service by 
offering clear, courteous and prompt information 
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Foi example ihe leply of the above enquiry may 
put thus. — 

*I take gieab pleasure in sendmg you a catalogue 
of vanouB types of looms we manufacture, in reply to 
jour esteemed enquuy of the . instant All 

the particulars you want are embodied in the catalogue 
I would however like to draw youi particular attention 
to paia No 9 of the catalogue wherem the special 
impiovements in the manufachiie of looms have been 
dealt with 

1 also invite you any day you like in our factory 
to see the woikmg of the looms and the quahty of 
cloth woven 

Awaitmg your fuithei commands,' 

Letters Asking FavourSf Etc. 

In writmg letters aslong ceitain favours or individual 
opinion, 01 infoimation, begm with a polite introduction. 
Follow this up with the statement of your request and 
explanation of your leason for asking When possible 
show youi willingness to letuin such favour and finally 
ofiei heaity thanks for the trouble involved Details of 
the head on which paiticular mfoimation is wanted should 
also be embodied in the letter to facilitate the replj^ T? 
save time the questions may be put m tabular form leavina 
space for the writer to fill the lephes 
An illustration of the above follows 

*From j'our adveitisement m the "Lidustry" of 
Calcutta I see that you manufacture various sorts o*' 
machines Will you Kndly fill up the accompanying 
list and supply me the information as early as possible? 
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The information, I may be permitted to point out, is 
required foi the compilation of a Directoiy of indige* 
nous products of India— which bye the bye is of the 
primest importance for the expansion of trade and 
commerce of the country 

The insertion of youi Tianie will involve you no 
chaiges unless you want to tell your story m the Adver- 
tisement Columns, the rates foi which are put in the 
Advertisement Schedule 

Thanlang you heartily for this kmdness, believe 
me, 

Sincerely yours,' 

The lephes should be clear and concise Give lefer- 
ences to boohs, catalogues, pamphlets to simplify the 
answers All information supphed should above all the 
accurate and piompt 

Letters for Reaommendatloim. 

The recommendations may be asked for service, fo^ 
ciedit 01 merchandise or fiom school, bank, etc la the 
wntmg of all such letters, let your enquiries be terse and 
to the pomt and follow the general prmciple enumerated 
under the precedmg head Over and above that, promise 
that the information will be accepted in confidence The 
following IS a common form issued by a party asking for 
recommendation of an appheant for service — 

Will you please give us such information as you 
have on file legardmg Mi , an old 

employee in your firm^ He wished to serve with us 
and has given your name as his reference. 
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The information 'vnll of course be kept confidentiaL 
Thanking you for the couitesy, 

Youis faithfully,' 

Letters for References. 

Letters are sometimes to be uiitten to parties to givc^ 
references in their Sics legeiding youiseli when anothei 
has occasion to enquire legarding you In diaftmg such 
letters the following points should be kept in view. 

1 State the nature of jour lequesc 

2 Name the film for which the releience is wanted 
8 Natuie of your connection ^itlx the party witn 

date, duration, etc 

4 Thanks for favour 

The tone may, houever, be modified if j^ou me well 
acquainted with the person whom you appioach In that 
case you may dilate upon the facts concerning the position 
jou nie seeking and bring also pei'sonal touches in your 
letter 

Below IS A letter illustiating the above points * — 

am seeking a position as an assistant accountant 
with the . Bank and sliould like to give* 

}Our name as a lefciencc 

1 held the position of an assistant occountanir 
temporarily for about 0 montlis m jour ofiRoe m 1921 
duiing the absence of Mi • . « 

As mr duties thcie uiH be similar in all respects 
in the uoik I peifoinied in ^our office a lecommenda- 
tion from jou xnll be of gzcat help to me 

Thanking ^uu m anticipation of youi kmdness/ 
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Applying for Position. 

These letters requiie the gieatest care in their com- 
position The fiist rule to follow in the wilting of an 
apphcation for a position is to judge what the employer 
mints It 18 unwise to dwell upon your attainments and> 
doings if these have got no diiect bearing on the vacancy. 
In answermg adveitisements follow the instruction given 
and answer m the nght hne as wanted by the advertiser. 

The first thmg essential is to aiouse the reader's^ 
inteiests specially if the application is unsolicited 
Secondly, get into peisonal touch with the leader A. 
mention may be made how you came to know of the 
vacancy; if fiom any advertisement, mention date, news 
paper, box nmber, etc 

The third pomt to write upon is the consideiation of 
the leader's needs By this it is meant the applicant 
shjould convince the reader that the writei is not a job 
himter hankering after any sort of post he may secure 

Next should come in what is commonly known as 
argument, wherein the applicant should state m plam 
language his qualifications, education, expeiiences, etc , 
and any particulai mfonnation that is likely to go in his 
favour durmg the selection 

Finally to persuade the leader of vour qualification 
to fill up the vancancy you may put the names of firms* 
where you served or give good references Tour personal 
liking for the employer’s busmess mav also be pointed out 
01 you may give addiess where the reader may find you 
for immediate interview 

Note the development of the above points in the 
following letter — 
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''1 read youi adveitisement for a coriespondent in 
this morning’s paper 1 have had unusual experience 
in this woik and beheve I can fulfil yom lequuements 
to the letter 

You, of couise, want your geneial coirespondenee 
and sales letteis wntten m forceful, clear-out style that 
gets lesult 

You want them to bimg more enquiries, oiders or 
lemittanoes 

You don’t want them wordy or ambiguous 

You want them to be duect and to the pomt to get 
your story acioss — ^to make up the other man’s mmd 
to bring back something 

I feel I know my wooik, and, what is more, like to 
write letters more than anythmg else 

We can discuss the salaiy after I know moie fully 
your requirements My addiess m Calcutta is given 
at the top 

I am waiting for your call ” 

The application letteis, in lesponse to advertisements 
-should answei all the zequuements mentioned m the 
adveitisement Let it not be too round about and dis- 
comsive m style and too given to personal history that has 
no beanng on the matter in hand By making these 
matteis so piomment the wntei lays himself open to an 
accusation of conceit and ‘cocksureness’ that are rather 
undesirable 

The following letter is clear, concise and busmess- 
like that is suie of consideiation The adveitiser wanted 
a 30 ung man — ^well educated, original for wntmg mail order 
hteiatuiG The applicant to state age, experience, and 
-salary to start 
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''My qualifications foi the position advertised are 
RS follows — 

Age — 25, unmamed 

Education Passed the B A Examination of 
the Umversity m 1913 

Expexience Betail Salesman foi . . 

& Co , 1914-16 

Wholesale Salesman with the same firm, 1916-19 

Adveitisement writer jfor . & Co , 

'Calcutta, 1919-21 

Advertisement wntei for & Co , 

Bombay, 1921 to present tune and still employed by 
them 

Salary expected to start Es per 

month 

My desire to leave my piesent position is due to 
ihe fact that I beheve I can do better work by devotmg 
my energy to one line of advertisement wnting, instead 
of bemg obliged to handle many different propositions. 
My piesent employers know of my desire to get mto 
mail order work and will be glad to answer any en- 
quiries regarding my abihty 

I left my previous employers of my own accord 
1 have general letters of recommendation from both 
'firms one of which credits me with much onginality 
While I am willmg to start at Es per 

month, I understand that I should expect somethmg 
•better as soon as I proved my worth 

If you will kmdly grant me a personal interview, 
and allow me to show you some samples of my work. 
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I believe I can convince you of my ability to meet your 
requirements 

EespectfuUy yours," 

In applying for a position at the suggestion of a 
fnend or acquamtance of Ids prospective employer, the- 
opening paragraph may be modelled thus — 

"Mr of informs me you are in 

immediate need of a sales-manager and has advised met- 
to apply for the position " 

In applying for a position with a firm which may 
possibly require your services, bogm as follows — 

"In case you have need of another correspondence 
(leik, either now or in immediate future, will you 
kindly considei my abihties to| meet your reqiDre- 
ments?" 


Letter of Introdnotion. 

Letters of introduction fall also under the category of 
letteis of information The style should He a happy ad- 
mixtuie of business and social conespondence In writing 
0 letter of introduction make a fonnal mention of the 
person introduced and then explain the object of such intro-^ 
duction and finally lecommend the person for mteiest, 
assistance or courteous attention Here is a typical ex- 
ample of an effective letter of introduction — 

"This is to introduce Mi a member 

of the physical staff of my college 

Mr IS making a thorough study of 

the science of astronomy and desiies to have a free 
use of your observatoiy for a day or two with reference 



ENQTJIBY LETTERS A^''D THEIR ANSWERS 


77 


iio the leseaiches he is makiDg with respect to certain 
stais 

You may lemembei xny baying mentioned ISix 
duiing my stay at Calcutta and speaking of his admira- 
tion for your obseivatoiy, now the best equipped in 
India 

Any Gomtesy you can show Mr will 

be legaided as a personal favoui to me 


Cordially yours,'* 



CHAPTER IV 


COMPLAINT LETTERS AND THEIR ADJUSTMENT. 

Need for CompUdnts. 

Modem buBiness methods have greatly minimised the 
chances of mistakes m the conduction of busmess but still 
it IS not uncommon that complamts of commissions and 
omissions are received m all business houses, even of the- 
best types This gives rise to occasions of adjusting the 
complamt letter Agam in its turn every business house 
has to send complaint letters for ledress of its gnevances 

Principles to be Follovred. 

Both the complamt letters and their adjustment, es- 
pecially the latter one, are to be drafted with extreme care 
A clear indignant tone is dommant in the complamt lettoia 
of some parties but such, except under special circum- 
stances, should not be allowed to go uninterfered A busi- 
ness letter under no circumstances should shake oS the 
semblence of courtesy and give vent to outbursts of temper 
Before instituting a complaint all possible enquines should 
be made to make sure that the cause of complamt does 
not proceed from your faulty correspondence or otherwise 
In has been found that causes of grievances often arise 
owing to xmsunderstandmg of the letters and terms and 
the exchange of letters may bring the matter to an ami- 
cable settlement* Lay bare your grievances one by one and 
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:crith the best of your temper No one desires to lose a 
customer, much less to eaxu a bad reputation The other 
party to which the complamt is made may be quite unaware 
of the mistake and would eagerly redress youi complaints. 
"To err is human’ this golden proverb at least should make’ 
us lenient towards other’s drawbacks because, as the pro- 
verb teaches, with the best intentions we can offer causes of 
complaints to others who also may have grudges against 
us It IS wisest, howevei, m all matters that justify a 
complamt to give the offending party immediate notice of 
the fact and to reserve judgment on him until he can esplam 
his side of the question Complamt letters should be tem- 
pered with moderation and evince a tone that the complam- 
ant IS convmced that the party on the other side is ready 
to meet him half way Another important factor in th& 
wiitmg out of complaint letters is the observance of prompt- 
ness Lodge your complamt as soon as you detect the flaw 
An old complamt is not effective m all oases , some Eusinebs 
houses have a tune-limit wi^n which claims for adjust-* 
ment are allowed 


Grounds of Complaint. 

The causes which give nse to the draftmg of complaint 
letters are vaiied and numerous These may be at woik 
™gly or conjomtly The very important of the lot are — 

(1) The quantity of goods received may fall short of 
the quantity ordered for or advised m the invoice 

(2) Goods not ordered for may be wrongfully delivered 
or wiong goods may be despatched instead of those wanted. 
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(3) An unusual delay may occui in the carrying out of 
the order or the articles may not reach the buyer even 
irhough the mvoice, etc may be to hand 

(4) Quantity of goods may exceed the quantity oidered 
for 

(5) Quality of the commodities may not be up to the 
standard 

(6) Goods may be received in a maimed and mutilated 
condition Articles may be badly damaged or broken 

(7) Goods received may not agiee with the description 
given by the seller 

(8) Goods may be defective in their very character^ 
e g books may be worm-eaten or pages may be missmg ; 
textiles may be soiled with oil, or grease or spht m the 
middle 

(9) Wrong address may be put on parcels 

(10) The charges made may be more than reasonable 
'Or moie than catalogue price 

The causes can be multiplied without number but the 
above are of the most frequent occuirences 


The Points. 

In drafting complaint letters the undermentioned 
points should be clearly kept m view and expressed in a 
distinct manner — 

(1) The first point is to give reference of date and 
number of your order letter The name of the article and 
the quantity ordered for may be mentioned, if necessaty. 

(2) The difficulty you now experience in connection 
with the order needs then be stated 
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(3) The Best point which would follow logicall; is what 
fiort of measiues or adjustment you now propose 

(4) Fmally close the letter with due words of courtesy 

In cases of non-delivery of goods, unless an 
acknowledgment of the ordei has abeady been received, it 
:s always advisable to send a duphcate copy of the order, 
so that this may be complied with immediately if the 
former one were lost somehow 

The development of the above pomts i<^ illustrated m 
the following letters*. — 

' 'On Apnl 29 1 sent you order No 856 for 24 dozen 
of glass globes of 12 mches diameter 

I received your mvoice and despatch notice from 
which I learned that the goods were forwarded on the 
5th klay It is the end of May and the merchandise 
has not arrived 

As I am now completely out of the stock ordered, 
this dday is causing me senous loss of business 
Will you kmdly venfy dupment and send traces if the 
goods are en route ^ 

I shall be iruly grateful if you will give this matter 
your earnest and proper attention 
Here is another which wants replacement for damaged 
goods supphed — 

“Our oidei No 856 foi 24 doz of glass globes, 
shipped May 5, leaches us to-day 

We find on exammaHon that 1 doz of the globes 
of style 11 aie badly cracked and quite unsaleable. 
It IS doubtless this escaped your attention m packing 

We are letuming these globes with the request 
that you will replace them with fresh stock As our 
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ordeifi cannot be served without these, we shall ask 
you to hurry them along as qmckly as possible 

We shall be grateful if you give tins matter youi 
immediate attention " 

We now give below another model complamt letter 
which states that the orders supphed do not tally with the 
descnption presented by the seller — 

‘ * Your shipment of 24 doz glass globes in 
pursuance to our order No 865, forwarded by you on 
May 5, has ]ust reached us 

'We find these globes are not up to youi usual 
standard of quahiy These do not tally with your 
descnption stated m your catalogue of 1023 These 
are not of hard transparent glass without any fiaw as 
we expected them to be 

These bemg not the dass of goods our customera 
want, we are accordingly retunimg them We trust 
that you will be able to exchange them for better 
merchandise, more like that you shipped us m 
Eebruarj^ last If you cannot at present supply us 
with higher grade goods please credit our account with 
the amount of this item 

It is with reluctance that we make this complaint, 
for we appreciate the satisfactoiy service you have 
always givoi us in the past " 

The Adjustment. 

If the complamt letteis lequire cool judgment, their 
adjustment demands, ovei and above, that tact A com- 
plamt which is handled promptly and tactfully is already half 
adjusted, no matter how serious the difference may appear. 
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Oomplamts leceiyed may be classed under two mam 
groups those fiom mdiyiduals and those from busmess 
firms Different modes of procedure are to be adopted m 
handling these two sorts of letters Individuals are apt 
fc beheve that theus were the only orders that the other 
party had to fulfil and consequently are liable to show 
more anger for any ground of grievance than any busmess* 
house Then letteis should be attended to with greatest 
caie and piomptness Even they may be allowed to be 
a bit dictatoiial m the adjustment 

The first essential m handling complamt letters is 
promptness m reply This shows the complainant that 
the other party means him well and he lests assuied that his 
grievances will meet due attention from you If the 
enquuy will take some time, acknowledge the letter and 
promise proper mvestigations Foi enquiry look up care- 
fully to oiders and read the letter of complamt Trace 
out who is lesponsible foi the matter see whether it is 
you or the customei oi the tiansportation agent is at fault 
before you attempt to explam the cause of the complamt 

If enquiries reveal a mistake on yom part, do not 
try to shake it ofi youi shoulders The better course is of 
couise to apologise for the mistake and write at once to 
the other paity expiessing youi extreme regiet for any 
cause of complamt, and proposmg the adjustment now 
possible In your letter give expression to a tone that you 
are ever ready to rediess the giievance and the care you 
always exercise in despatcfimg your goods 

In aclmowledging the complamt letters, a form hke 
the following may be employed to cover all classes of 
oomplamts lodged — 
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*'Yoiir letter of . . has reached ns We 

thaiik you for calhng prompt attention to the diffieully. 
We are making an immediate investigation You 
may expect to hear from us \iuthin a few days 

Yours very truly," 

The following is a letter of regret for delivery of 
damaged goods* 

regret v^ much to read the contents of your 
letter of the . . instant regarding the ddivery 

of damaged goods 

I am extremdy sorry that you have been incon- 
vemenced by such delivery I wonder how it could 
escape our checker’s attenthm, as it is his duty to 
inspect all the goods before they are finally packed 
I would now enjoin upon him to exercise greater care 
that the same mistake does not reoccur 

1 would a^ you to send back the goods at our 
own expense when these will be promptly replaced 
by fresh stock 

Again regretting for the trouble to which you were 
put and hoping to be favoured with your patronage 
ever onwards ” 

If the complaint is due to delay in delivery of goods, 
■and if enquiry shows that the transport company is to 
blame, you may write thus: — 

"We regret that your order No 568/28 for 360 
tons of wheat has not reached you yet The 
merchandise was hooked with . . Steamer Co on 
the date on which we despatched the mvoice to you 
We are sending ^quiries to the transport company 
and if the goods are not located withm a few days 
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we will duplicate the order, aslong you to return the 
oiigmal shipment, when it amyes 

We are extremely sorry that you have been mcon- 
vemenced and will do our best to hurry the goods on 

If from your enquiries it appears that neither you 
nor the transport agent is at fault, but it was due to some 
mistake m the order or numbei on the part of the com- 
plainant, then also ho should 5e wntten to with due courtesy 
It should however be pointed out that you followed his 
mstructions to the letter and finally propose some way of 
adjustment so that neither party IsuSers. The under- 
mentioned letter will illustrate our pomt 

"'In your order of 6th instant you asked us to 
send 90 gross but you write m your to-day’s letter that 
you ordered for only 60 gross It may be due to a 
mistake of typing the order letter and thou^ we are 
not in any way responsible I am sorry that you have 
been mconvemenced owmg to this 

You may, however, return the extra goods, freight 
and charges prepaid when we will credit the value 
of goods returned to your account 

We bdieve this arrangement will satisfy you 

Thus studymg these letters of adjustments we find 
these cover the fdllowmg points which we must not miss 
m draftmg the adjustment letters — 

(1) Apology for the inconvenience 

(2) Becords of the case 

(8) Investigation and its result 

(4) Assurance of adjustment 

(5) Sympathy in the trouble 
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The following znistakes are to be carefully avoided — 

(1) A hasty denial before the facts of the case 
are dearly understood 

(2) Shulang the blame that sbould be 
acknowledged 

(3) Accepting the words of a dishonest 

claimant 

(4) Failure to pacify the customer or make 
clear your mtention 

Bemember, above all, that as complaints anse from 
hundreds of different causes, no stereotyped forms can be 
used m all Each individual letter must be dealt with 
specially and must receive individual attention Classified 
paragraphs thoughtfully worded may however be slipped 
into adjustment letters with good profit 
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CHAPTER I 


MAIL ORDER BUSINESS 
l&bat It Is. 

What IS Mail Order Business? — ^Many of ther 
leaders will be cuiious to know although many of them, 
will be attracted to it by the widely-told story of its piofit- 
earmng possibihties As a general pnnciple it is the 
business secured thiough post and executed by the same- 
'^ay 

These success of the Mail Older Busmess depends upon 
the sdection of suitable aiticles of sale and the proper 
exercise of a higher ordei of salesmanship The pnnciple 
is that the individual customer must be convinced that the 
mail order man can seive him better than the shops that 
compete with hiin m every street 

Disadvantages to the mail order man m the adoption 
of sellmg by post as against the more conventional hne are- 
many and vaned 

Persuasion to purchase is much easier when the seller 
is face to face with the customer The appeal m cold 
type caimot carry the ^ance of the eyOi of the inflection 
of the voice, nor can it enable the sdler to display the 
actual merchandise to tempt the customers — except 
through the cold hnes of illustrations He must have m 
supreme degree the abflity to inspire confidence m himself 
and hiB wares and not only this but has to mamt&in it 
so much so that to act up to the printed profession he mu<^f 
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m actuality place the satisfaction of his oustomexs before 
iihe profit ansing from any individual transaction 

The advantages in this class of bu^ess ate also big, 
if the man is clever enough to grasp them, while if the 
success IB difficult, it may be much greater The selling 
IS much bigger than that of the ordinary retail merchant 
who can only sell to those whom he can persuade within 
the portals of his estabhshment but the mail order man 
^ells to every one whom he can reach by post His turn- 
over IS bounded not by the buymg capacity of his town 
or city but it can be extended to wider and wider field 
where his own sellmg ability can carry h^m Monetary 
profit IS the object of all commerce but the pnde of 
achievement counts somethmg and to quote a very suc- 
cessful American mail order man, "I Imow of no greater 
and more legitimate source of such pnde than the establish- 
ment of a large and successful mail order busmess" 
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M&IL ORDER SALESMANSHIP. 

Wliau IS salesmansliip^ — a broad question which re- 
quires many points to be considered for a general reply 
Salesmanship is a personal face-to-face action which is 
intended to brmg about sale of the goods for sale But 
more broadly spealnng, it is the art of selling something to 
somebody Considered wholly from a commercial point 
of view however salesmanship consists in personal solicit- 
ation, the salesman and the customer meetmg face to face 
The object of salesmanship is firstly the custom and 
secondly the sohcitation It is the best-posted salesman 
who draws out the mtention of buymg m the buyer, gives 
hiTTn the best information for the article for sale and sub- 
sequently effects the sale 

To do this, the first-class salesman, whether he is inside 
the counter as in the case of a mail order man, or on the fioor 
or on the road, must have the following equipments — 
Pirstly, he must know his goods 
Secondly, he must acquire the ability to describe or 
talk the goods to the entirety of customer’s satisfaction 
Thirdly, he must be posted to a general knowledge of 
busmess pnnciples 

Fourthly, he must also have a working famihanty with 
the business methods and action of his competitors 

Fifthly, he must cultivate geniahty m his talk so as tc 
induce cunosity in the buyer 

Sixthly, he mu^t diagnose the customer. 
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Sevenihly, he must be both pleasmg and profitable to 
the customer 

But above all and specially for a mail ordei sedesmanr 
he must get more than an ordinary hearing for what he 
talks or sends through the mails 

From the generahty thus we come to the mail order 
salesman whose function it is to talk life through cold 
letters and mert hterature The pioblem for him is to* 
make the literature say, “See me — hear my message — 
befoie you make up your zmnd “ 

Bemember you must have to get the first attention to 
you — get the light land of attention and to do this what 
you say must be stiictly in keeping with the busmess You 
appeal to the man’s curiosity, mduce him to look into 
your idea and make him want to see what kind of person 
could think of such an idea You must estabhsh certam 
amount of confidence by your first appearance “See me" 
— “buy me” — “read me” — “ choose me” — that is tho 
idea at the Hack of everything that clamours to be lead 
The problem is what shall you put on the outside of 
your sellmg message How shall you clothe your com- 
plete selling story m a way which will get the attention 
among lots of other applicants for attention waiting their 
turn at a man’s dedc in his office oi trymg to awaken new 
desires m all the members of a family circle? 

The first step is to realize that it will pay you to con- 
sider what cloak you will choose for your salesmanship 

Sometimes you want an idea which will say instantly 
to the man who receives your message, “Look at me” 
Sometimes the man idready wants to get your message 
and you simply want to be sure that it reacdies him at his 
end of the line So your message should say, ' ‘Here lam”. 
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Sometimes you have the man’s mterest ani lus open- 
mmded attention and you want to say first of all, *‘Beheve 
an me' 

Sometimes you do not expect an immediate deci- 
sion — 01 you hope that the man will keep you m mind 
for future busmess, and you want your first message to be, 
■*‘1 am valuable — save me” 

And sometimes you do not want to attract attention 
until you actually begm to talk — you want to shp undeV 
the guard of a man who has no mterest m your proposition 
until you wm his inteiest — and feel that he has no tune 
for your story, until you prove to him that he has 

Most often, what you want is a combmation of these 
various dements and mgredients and your problem is to 
know the possibihties and mix your appeals m the propor- 
tion which gets the most results 

Li the mail order salesmanship besides the ideas the 
garb m which they are sent should breathe the digmty of 
the sender and piove attractive to the receiver Ideas, if 
they are good enough, can of course be expressed m words 
alone and command attention to the most cheaply prepared 
literature 

But it is dangerous to reason, because some one with 
a remarkable idea has presented it cheaply and won, that 
nothing needs be fine 

As a general thmg it is better to depend upon more 
than one means of getting attention If you have a good 
idea, people may recogmse its ments m any garb But 
if you dress up that idea in the best way possible, you are 
amply makmg sure that everyone will recognise its worth. 
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SUITABLE BUSINESS. 

All clashes of business are not equally suitable for 
prosecution upon the moil older system In the mail Older 
business evidently it is necessary to dehver the goods 
by post or raJ As such the goods should be of a natuie 
where dehvery charges arei small, proportionate to I3ie 
value of articles Secondly, chances of competition with 
articles available m the local shops should be avoided as 
far as possible 

Excessive cheapness is not possible in mail order 
selling and the claim to excessive cheapness is detrimental 
To the customei' at a distance, when goods cannot be* 
examined befoie oidermg, cheapness caiiies the sugges- 
tion of lulibish The salesman who cannot do business on 
mbistent claims to high quahty, will not send his tuinovei 
up by shouting cheapness 

Novelty articles have special attracfTon for moderate 
husmesB on the mail order system In this you can diaw 
out the customer's needs where no such need was appaiuit 
before and supply him without the smallest chance of 
competition 

Chemical and medical preparations also have the same 
chance befoie a rural population where requiiements are 
not available locally 

Children's lequirements present a big held for 
exploitation by the mail order man and if you can induce 
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cliildrezL to be attracted by the illustrations m your well-. 
presented catalogue you may be sure of continued ordeis^ 

The rural people also can share m the mail order 
business by piesentmg local manufactures to the towns- 
people, and retailers This will help them to build an 
eainmg business and enable them to extend a big helping 
hand for the development of local mdustnes 

Articles of eveiy day necessity such as watches etc , 
can also be sold m big quantities by the mail order system 
to earn consideiable profit to the seller 

You can handle general merchandise also m this 
system by mail Clothing and tailored goods may be 
considered the mainstay In the clothmg trade, compari- 
son 18 difficult, because patterns and cloths difier widely 
so that good piofits are possible 

Footuxai and leather goods present another hne where 
also a well-piesented and illustrated catalogue will not fail 
to net m piofitable orders 

Jewellery articles present another hne Scarf pins, 
collar butfjons, lockets and medals, chains, rings, bracelets, 
etc , etc , command extensive sale at reasonable profit 

It is needless to multiply the above hst Only keep 
an eye in sdectmg youi hst on such articles as wonli 
involve — 

(1) the least possibihty of competition, 

(2) capabil'tv of eammg biggest profit mspite of the 
tiansit charges, 

(3) the least delivery charge, 

(4) availabihty m good stock 
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The last feature gives an added advantage to the mail 
order business masmuch as the seller will not require 
to keep a big stock but can eSect puichase when ordeis 
are received Thus he will be able to manage with the 
Jeast capital 
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PUBLICITY. 

The success of the mail order busmess depends 
principally upon publicity which is, ordinarily speakmg, the 
art of acquaintmg the people with the name, nature and 
uses of the saleable commodity The object of pubhcity is to 
create want — new want where theie was none, and the 
intensification of the feeling of want — wheio some is 
already peepmg m foi, the successful pubhcity does not 
stop with pubhshmg the claims that are made foi a product 
The advertismg must not only tell the possible consumer 
all about the pioduct, but must create in his mind a 
desire to possess it 

Publicity is an all-embracmg name m modern adver- 
tismg which coveis the entire range of methods and devices 
that may be used to catch and hold the puHic attention 
Publicity for the puipose of the mail oidei business may 
bo divided into two branches — (1) General Pubhcity, and 
(2) Duect Pubhcity The former is that form of adver- 
tising which sedffl through various channels and mediums 
to dissemmate information legarding a saleable product 
to the end that a demand foi the same may be created 
on the part of the consumers, this demand bemg supphed 
by the selhng agencies, whether they be wholesalers, 
jobbers, retainers or salaned agents of the concern which 
is prospectmg the product 

Diiect Pubhcity is that form of pubhcity which seeks 
through advertismg to sell direct to the consumer 
7 
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\rithout reference to anj xniddleman. Its purpose is to get 
orders lor tlie products adrertised direct from fhe con- 
sumer without using any sdling agency of any kind or 
description 

Publicity m the mail order business is concerned more 
with this form of direct nubhdty which may be of two 
kmds — press advertising and posted letters and circulais« 
etc The object of press advertising is to stimulate 
enquiries and it then rests with the salesmanship of the 
busmess to turn enquiries into bargains. The circular by 
post advertising is intended to bring order as an immediate 
response 

Jlost mail order houses cultivate both varieties 
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ADVERTISING IN THE PRESS. 

We have already pointed out that the purpose of presa 
advertising m the mail ordei business is to inspire enquiries 
The enquiries may be taken generally as the most 
potential buyers m this system of busmess As such the 
\mting of mail order advertisements is an art m itself 
The mail order advertisement must he written to get 
busmess and as such eveiy care must Be taken that none 
of its pomts misses or fails to convmce the readers It 
must be a “puller" as the Amencans express it It is a 
puller m a small space and if properly phrased and cons- 
tructed gets as many inquines as can be ehoited through 
large space m which respect it difEers radically from the 
so-called general pubhcity advertismg Eveiy line cou^its 
in a mail order advertisement, hence the sentences must 
be dear and terse Certam redundancies and waste of 
space may be permitted m general publicity but in mail 
Older advertising every word must be pregnant with vital 
interest, as the object is to possess the reader’s mind with 
a new want or to move him with the idea that an old 
want may be quiddy and cheaply gratified The sentences 
must have mdiwduahty of style and must be difierent 
enough from the general run of advertisements to command 
immediate attention and mterest As the object is fo 
stimulate the curiosity of the reader, it is a good plan m 
most mail-order advertismg to leave out the price of the 
commodity and, for the same reason, the advertisement 
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should better include a picture of the commodity that le 
ofEered for sale The headlme oi caption of the advertise- 
ment tells what the content is and much will depend upon 
the wordmg of this head Ime or introductory sentence 
m the matter of its abihty to attract the attention of the 
readers 

We give below a few instances of most typical mail order 
advertismg — 


FISHING TICKLE. 


Deal Direct with the Manufaoturers. 

Security in buying tackle comes from the honour of I he 
house that builds it We serve a multitude of anglers 
who insist upon "value received" for the money they 
spend and we have no comebacks Our name on a rod 
or reel symbohzes the highest achievement of this highly 
developed art Since 1867 we have made and sold Tackle 
This is surely a lecommendation m itself 


KEEP THOSE DROPS OF WATER 

which your Ime brings in while leehng — Off Tour 
Clothes Big "S" hne tome makes over 90 per cent 
of this water leave the hne at a Hod Tip One apphcation 
keeps yoiu Ime waterproofed and toughened Preserves it 
fi om rot and lasts longer Stnctly guaranteed Pnee 
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AGENTS 900 PER CENT. PROFIT 

Big Money and Fast Sales. 

Every owner buys Gold Initials for l^s auto You 
(baige Bs make Bs . Ten orders daily 

euB} Write for paiticulais and free samples 

100 ENYELOPES 200 SHEETS. 

Fme White Bond Individually Printed. 

Posi^iaid Direot to You. 

Be neat and personal m your coirespondence Have 
vour note heads and env^opes prmted on a good grade of 
bond u riting paper, mth envelopes to match Fine, 
eleai, blue ink and modem, clear types are used 
Add a Personal Touch to Your Gobrespondencb 
YOUR Nahe on your Stationery 
Impress those with whom you correspond Send 
to-day I Youi money lefunded jpromptly and cheerfully 
if you are not satisfied 


600 SMOOTHER SHAYES 
From One Blade. 

Yes, and more That’s the record of many men who 
shave thexnscho" Old blades made sharper than 
new — in 10 seconds For all Safety Razors, Quick, 
velvety shaves foi hfe with wonderful, new 
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DEAFNESS. 

Peorlect hearing xs now being restored in every con- 
dition of deafness or defective hearing from causes such as- 
Catarrhal Deafness, Belaned or Sunken 
Dnims, Boarmg or Hissing Sounds, 
Perforated, Wholly or Partially Destroy* 
ed Drums, Discharge from Ears, etc 
Bequire no medicme but efiectively replace what is lacking 
or defective m Ihe natural drums They are simple 
devices, whicdi the wearer easily fits mto the ears where 
they are mvisible Soft, safe and comfortable to weai at 
all thnes 

Write to-day for our 168 Free book on Deafness, 
givmg you full particulars and pldnty of testimonials 


MEN WANTED. 

Pleasant Work — Big Pay. 

We have several openings for hustling salesmen to 
work, all or spare time, as spedal representatives of 

Pennanent, Profitable Inoome. 

This IB Tour opportumty to estabhsh a permanent, 
profitable income by usmg all of your time Bailin g subs- 
cripfdons for Sportsman's Digest, the popular outdoor 
magazine 

Wnte to-day for full particulars 
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KEYING M>?ERTISEMENT. 

When tile object of mail order advertismg is to secure 
as many enqumes as possible it is necessary to know what 
medium produces the largest number of response To 
do this the custom is m vogue to ''Key"' the advertise-"’^ 
ments m such a way as to tell what mediums bring the 
most enquiries in order to measure the actual returns from 
the mvestment It will be noted m many announcements 
that the reader is asked to send for "Booklet A" or to 
addiess "Dept B'* The letters are changed for each 
medium used, or for each advertisement m a given medium, 
and it is thus possible to know defimtdy how each is 
^'pulling" There are many ways of keying and perhaps 
the best of those is to make an arrangement with ihe 
local Post Office to have all letters addressed to the firm 
delivered to it, however wrong the numbermg of the street 
may He Then it is possible to insert a different address 
in each advertisement* — 

(1) Bndge Boad, Shambazar, Calcutta , (2) 22 
Shambazar Bndge Boad , (3) 22-A, Bridge Boad, 

Shambazar, (4) 4 City Mansion, (5) 6 City Mansion etc , 
continumg these with different booklet or department 
letters or askmg for enquiries to be addressed to the 
Manager, the Secretary, the Chief Clerk, etc , in different 
cases an iJmost infimte variety of permutations are 
possible, and any number of advertisements may be tested 
separatdy for their pulling power 
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DIRECT ADVERTISEMENT BY POST. 

Telling Lettois. 

As the "pulling” advertiseinents are the foundatioii 
of the mail order busmess, the "telling” letters are its soul 
The purpose of the mail order busmess is to sell without the 
buyers having opportumty to examme the article before 
pi^yment is made This is practically running agamst 
human nature You can do that only by bnngmg into 
operation another mood of human nature that is its readi- 
ness to respond to repetition 

In practice mdeed repetition is the foundation on which 
all direct advertising is based If one advertising effort is 
good, its effectiveness will Be multiphed nhen the idea is 
pounded home again and agam m different forms and varied 
garbs Direct advertising pays most handsomely the man 
who follows a well laid-out plan and never lets his prospect 
forget the product, the name or the service he wants to sell. 

The Gontinuens Oampidgn. 

The continuous adv^smg is what is needed If you 
plan the campaign, *you plan and prmt five or ten direct 
pieces at one time — that is saving cost in the printing also, 
besides other advantages You hnow possibly from your 
own experience that you seldom respond to a lone direct 
mail piece of the first sohcitation of a salesman but each 
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successive message builds touaids lihe time when you do 
respond, and each message caines moie weight because 
of the bach giound of what has gone before 

A certam number in your mailmg list responds each 
time Those other maihng pieces which do not get response 
are not wasted because they are building good will and a 
friendly feehng towards you Bepelation — cumulative 
efiect — constant renundei — these are the leascms why 
continued cultivation of your market by direct advertismg 
pays most profitably 

Thus we have come to this that when we are scheming 
a direct advertismg by post we should plan the matenal 
for campaigns lather than smgle pieces, so that m planning 
one thought should suggest another While youi mmd is 
concentrated on a proposition, you can think of more sides 
to it — moie mterestmg angles — than when you take up 
a subject "cold” and work out only one complete maihng 
piece 

Moreovei, while you aie workmg on a campaign basis, 
rathei than on a smgle time basis, you will feel more 
free to spread youi ideas over several pieces — and feel less 
need for crowding everything into one What you desire 
IB then more apt to be simple, diiect, interestmg, and more 
easily giaspcd, m other words, more producfave of business 

The Practloal Planning. 

When we have decided upon the course we follow, we 
come to piactical planning Let us suppose that you have 
jotted down some of the mam points which you intend to 
cover How may the ideas, which you have before you, 
be dressed up in words which will catch the eye of the 
man to whom you send them^ 



106 


IIAIL OBDSR I.ETTEBS AND METHODS 


Tho trick of injecting interest may be decided mto 
general classifications There cannot be any hard and fast 
rule but the few points noted below may be of service in 
planning your direct mailing campaign — 

(1) Dramalac interest — try to take your leader mto 
confidence, promise him revelation of something which goes 
behmd the scene, the expression at once arouses curiosity 

(2) News headmg — should be put to appeal to the 
reader's instinot for news Somethmg which is to happen in 
future IS mterestmg "Watch for it — one more wedr”' 
15 one in point But however, news mterest need not 
always draw upon future Buch ingenuous title "Some- 
thing new under the sun" may be put as an illustration 

(8) Enhvening alliteration , — such heading as "Fickr 
Push and Pull for Busmess" is a demonstration m point 
Briefly stated the headmg urges its readers to "pick a good 
sales-leader" "Push it hard” and "Pull the ^es"- 
The following is an actual letter in pomt — 

‘Pick the business — that's the lule when the 
market is not moving with the lapidity of time ’ 

'We have a proposal to make to you that will puU 
your busmess that is to put you m touch with the 
sale of Banerjee’s Engli^ Correspondence We have 
enquiries from your side regardmg whereabouts of the 
local depository of the Book now become famous by 
extensive advertisement We endose a circular to give 
you an idea of the book we wish you to push, and if 
aftei the pick, pull, push, your customer becomes not 
responsive, we will get the books back ’ 

(4) Prank Promise or Prediction of Business A 
safe rule to follow in deciding which type of headmg to use 
and what to put in the body of your message is to look 
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at your proposition from the view pomt of the person you 
want to sdl to 

( 5 ) Make your message strike home What will 
crest your piospect ’ What points about your product 
OM yom service will make him decide to select your proposi- 
taon m preference to a competitor’s? 

A mechamc might be highly mterested m the way 
youi product is made A housdiolder would care nest 
to nothing about its mechanism, but would be greatly 
inteiested m how much work it could save the family, how 
beautiful it would make the home, or how it would increase 
personal efficiency 

From this you can see that your message would take 
diffeient turn to difEerent mterests What goes to the 
dealei would probably talk of sales, profits and turn-over, 
with sufficient details of your product's q^uahty to con- 
vmce him that it would attract customers him 

But what you prepare for the dealer to send or hand 
to his customers, descnpiave of your product, should be 
written from the view pomt of the user 

It 18 an interestmg thmg, this readmg of other people's 
minds and playing upon other people’s emottons — almost 
as mteiesting as seeing ideas turned into money by the 
simple process of repetition and continued effort the 
combination of Pnntei’s mk, papei and postage 
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THE CATALOGUE. 

Yom most valuable piece of sellmg literature is tiie 
catalogue which should carry to your customer the impres> 
siOQ of the high standard of your firm, illustration specially 
prepared to lUuslarate the pomts you wish to make in your 
written message 

How to Plan. 

Tour first step is to decide what must go mto your 
catalogue last your vanous models, if you have a varied 
line List the features of your pioduots, if you manu- 
facture or handle only one article 

Ask yourself, thra, the questions How can I interest 
my prospect, in all this? What will be understood at a 
^ance? What will I have to ezplam? In what order wiU 
he grasp my story most qmddy? 

In the case of a smgle product, an automobile manu- 
facturer has produced an extremely successful catalogue 
by makmg his book a continuous demonstration, taking up 
one pomt at a time, as a salesmen would, if face to face 
with the prospect 

It is "ftff better to group a vaiiety of products on the 
basis of related uses rather than alphabetically Wheel- 
barrows naturally go with pick-axes and shovels, for 
instancs 

In wiitmg any descriptive matter start with an explana- 
tion of what your product will do, how it will help the user 
then follow it with information as to how well it is made 
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The Presentation. 

When your material is assembled, it is well to look 
at it and ask yourself whether everj thing there is of interestr 
to all jour piospeots or whether certam parts mterest only 
a limited group and would be useless m a general catalogue 
In othei woids, should you not get several catalogues of a 
few pages each covering a special subject or one * ‘master'*' 
catalogue of all you sell^ 

Or if you assemble every thmg mto one cataloguer 
should you plan also to bieak up this catalogue into pamph- 
lets for distnbution to special prospects and thus have both 
a geneial book and special lepnnts^ 

It is a safe rule to follow m issumg a catalogue to say 
nothing with words which can be said with pictures This* 
means that the picture must Be carefully nuide You must 
see that the artist oi photographei makes them correctly 
You know the product They probably do not See that 
the pose of the article shows the features you would want 
to pomt out to a prospect in peison It i£ does that, v’our 
wiitten message can be very brief and mstantly undei stood 
Sometunes the man who issues a catalogue feds that it 
vrould be wasteful to make new cuts when he already has 
cuts in hand In other words, he makes the catalogue fit 
the cuts rather than the cuts fit the catalogue But the 
cost of pnnting additional pages to accommodate all the 
cuts which you now have may be many tunes the cost of 
new cuts which will give a Better catalogue at a savmg of 
space Think twice befoie you msist on usmg old cuts 
It is well to remember, also, that a book printed from new 
cuts will be m harmony thioughout and that every picture 
Will be cleaner, clearer and more effective 
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For the most part what you say throughout your 
catalogue should be pnmonly a wntteu demonstration of 
the picture But there are certain pages in which tiie 
wntten word is of pnmary importance It is often neces- 
sary to say somethmg about your pohcy — almost mvan- 
ably some indication of size and length of e^enenoe is 
included 

Consider this m comiection with what you say about 
yourself Until youi prospect knows what you have to 
ofEer him m the way of tangible merchandise, he is likely 
to care not a cap how long the maker has been m business 
■or how big the factory is But after he has been impressed 
with the ways in which the merchandise can help him, he 
may be very much mteiested in knowing that the manufac- 
turer IS successful and will continue m budness There- 
fore, if you want to diow your factory and speak of yourself 
do it after you have piesented your merchandise — and 
it will have more meamng 

And remember always that conoludons which a man 
forms himself stands higher m his estimation than condu- 
sions which some one forces on him If your book is hand-> 
somely presented, prepared m a busmess-hke way and 
carries the feehng of a compet^t organisation in its general 
■appearance, you ■will go a great deal further towards wm- 
mng your customer’s confidence than you will by a bird’s 
eye view of your factory 

When you diow a varied hne of products, it is natural 
to put th^ mto related groups If these groups are large 
enough to warrant it, they may then be made into specific 
departments in your catalogue. Ip this case, you m^y want 
departmental mtroducfions or title pages It is a pretty 
'well-established fact tbiiat li^t hand pages get more 
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lattention than those at the left A little re-airangement is, 
ifheiefore, worth while and a little adoptation — in order to 
make your vanous departments begm always on a nght hand 
page 

Accessories should be shown eithei as a part of the 
sections to which they are related or as a department by 
themselves When shown by themselves, it is well to refer 
to them when discussing the equipment to which they 
belong 

Everythmg that goes mto the making of your catalogue 
reflects the personality of your busmess Your catalogue 
once pnnted speaks eloquently of your mshtution, whether 
you have said a word about yourself or not It is, therefore, 
of the greatest importance that jou take plenty of time 
in preparmg your catalogue — and that you try, at every 
stage, to have a better catalogue than your competitors 

Semember always to mdude m your catalogue what 
your readers want to know about sizes and weights, both 
net and packed for delivery by Bail or Steamei If your 
catalogue is seasonal, start planmng far enough ahead to 
avoid last minute rudung You may omit pnces or may 
add a separate price list m a permanent catalogue, but a 
seasonal catalogue should contdn pnce list and if any 
bargain is schemed upon, the bargain pnces may be piomi- 
nently quoted It may also be remembered that the effect- 
iveness of a catalogue is often mcreased by what goes with 
it Order blanks, addressed envdopes, many accessories 
invite action and bring back orders 

Sometimes the ideas of others are hdpful — sometimes 
they are too conventional to give you the truth If you 
ask the opimon of oustomers, salesmen or associates, weigh 
thdr suggestions impartially — ^then use your judgment 
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THE MMLING LIST. 

There are two main ihmgs you need know when you 
Btart to prepare a maihng list 

What kmd of names do yon want on your list? 
Where can you find the nameB you want^ 

To answer the first questiout start with your present list* 
of customers It is a gold mine of information when it is 
properly classified There are many ways of subdiTidmg' 
this hst into related groups, such as — 

1 Type of busmess 

2 Oeographical location 

8 Weedth or financial rating 

4 Volume of purchases from you 

5 Frequency ot orders 

Are you now sdhng primarily to grocery stores, haid 
ware stores, doihing or furniture stores, garages— retailers 
or wholessders? 

Is your product now purchased only in cities, over or 
under a certain si/e— in limited areas, or nationahty — m 
rich or poor commumtieB? 

Bo your most logical customeis have a high or low 
financial rating — or no formal rating? 

What part of your customers now purdiase m largo 
volume ^ m smdl volume^ At what limit does it become 
unprofitable for a salesman to call? 
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How often do your customers now purchase? How 
big IS your active list? How big is your inactive bst? 
What part of youi inactive hst is new? What percentage 
of }our customeis do you now lose every year and why? 

From the minute you go mto this question of mailing 
lists, you begin to find out a great many mteresting facts 
about your busmess, your product, your market, and your 
sales methods The whole task of preparmg a mailing hst 
18 one of the best stimulants for sales and selling ideas 
which you can undertake 

Start A Card Index. 

Whatever the classification you decide to make, ycur 
first step should be to get your present customers’ names 
listed on convement-sized cards, one name to a card, with 
space for the addition of other information 

This hstmg on cards should be done even before you 
begm to classify, and each name can then be taken up and 
put in the division where it belongs as you come to it 

What basis for classification you finally adopt depends 
so much on your particular type of busmess that very httle 
defimte help can be given in a general discussion It is 
very probable, however, that you will want to have sub- 
divisions of overlappmg classifications inside of your mam 
classification — that is, you may want to indicate the 
geogiaphical location of customers who are classified accord- 
ing to their type of business 

Such divisions are easily made by use of different 
coloured cards in yom final list, or by different coloured tabc 
sticking up above your cards 

8 
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When you have your customers dassified, you con tell 
at a glance what fidds you are coveiing and how com> 
pletely you cover eadbi one 

Now comes the first creative work — the first step mto- 
new temtory — the first move for a maikel bigger than you 
have ever had 

Your (dasBifications are the skeleton, the outbne, of 
this greats market which you are going out to get Your 
next task is to make these classifications complete by filling 
them out with all the names of those who should buy your 
product 


Sonioes of Names. 

Much more can be said, and some more will be said, 
about “what kind of names you want on your mailing hst 
But before commg to this question agom, it is well to get 
at least a partial answer to question number two, “Where 
can you find the names you want?” 

Your salasman’s prospects should be the first new 
names added to your list Each salesman should be asked 
to give you the information about his prospects which you 
have prepared regardmg your actual customers At the 
same time, the help of youi salesmen should be ehhsted 
for the purpose of adding to >our prospect list They 
should be made to feel that what you are doii^ is a direct 
help to them — maMng it eatier for them to sell saving 
them time in mtroducing themselves, their House, and 
their Line — increaE^ the orders wluch th^ lean geit 
from their present customers When this proposition is 
presented in the right way, the sales force can be brought 
to spend a few extra minutes in each community, gathering 
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new and valuable names fiom conversation, or from a 
little searcbmg in citj directories and classified telephone 
books 

Dnectones of many kmds will give you good informa- 
tion Besides the local duectones referred to above, you 
aie already famibai with such as Thacker's There are 
also duectones of manufacturers and directones of many 
trade groups 

Tiade associations have been formed m recent years to 
a great extent, and theu membeiships are usually the 
most active in their hne of business Sometimes hsts of 
membership may be obtained from the secretanes of the 
associations , sometimes the editors of trade papers can tell 
you where to get these lists 

Government records, such as mcome tax hsts, city and 
state registration hsts, and other tax hsts will give you a 
wealth of names for certam purposes Por instance, state 
automobile and motor vehicle hcenses would give a hne of 
people who aie not only owners of pleasure or commercial 
cars, but at the same time people who must have a fair 
degiee of financial standing to be the owners of cars of the 
better class 

All of the foregoing sources are what might be called 
oiiginal sources, or bulk sources You wiU have to use 
your own standards of elimination to get from these groups 
the names which you want for your mailmg hsts 

Lists used by others may sometimes be obtained in 
exchange for your hsts when they are complete You can 
often find another advertiser whose mterests are the same 
as yours, and yet who is not competitive In this case, 
there will probably be considerable duphcation which re- 
quires that you check the exchange list against your hst 
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Up to tbis point, tbe sources of names would have 
given you very little mdioation of the true individuality of 
the firms — very httle information about the pohoies and 
other factors which bear upon the question of whether your 
product would be suitable to the purposes of the prospect 
Sometimes such an indication is not necessary 
Usually, however, additional information hdps you to judge 
before puttmg the name on your list whether that name 
ought to be a "hve" one or simply a prospect 

There are many places m which you can get *'a name 
at a time’' and learn somethmg of the owner of that name 
The advertiBing pages of newspapers, national maga- 
zmes and trade papers are a fertile source of such 
mformaticm 

If you want retail dealers, it may he worth while for 
you to get copies of the papers from the cities you wish to 
reach and have them checked over for the names of desdera 
who consistently or occasionally use newspaper advertismg 
space Sometimes you can get such names by a letter 
wntten directly to the editors of those papers, parti- 
cularly if your proposition is one which cames promise of 
inoreasmg the dealer’s adv^rhemg activity 

If you want manufacturers, you will find their names 
in the pages of magazmes or in the trade papers of their 
particular field 

Trade journals also offer anoilier possibihty in their 
editorial pages, both in their mention of activities among 
their readers, and in their “personal” columns, telling of 
the changes of mdividuals from one company to another 
Bephes to advertismg which you do are from people 
directly interested m your proposition who should go on 
your mailing list by all means Names obtamed in these 
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ways will come more slowly, Dut tiiey are practically “hand 
picked" before you start to use them 

New Kinds of Glassifloations. 

The next step, considermg that your present clasbihca- 
tions have been filled out from the sources mentioned, is to 
discover new classifications which at present you are not 
reachmg at all. 

This step mvolves a jomt consideration of your product 
and of your mailing hst Suppose you find that you have 
been selling to automobile dealers It is fairly obvious that 
your classifications should also mclude some of the other 
related retail outlets, such as battery repair stations, tyrer 
shops, and possibly hardware stores 

Trying New Markets. 

Direct advertising is valuable m opemng markets 
which your salesmen cannot profitably cultivate 

For instance, suppose you find that you are now un- 
able to sell to dealers m cities of less than 3,000 because 
of the small size of the orders you get, poor railroad 
accommodations, or small number of dealers per town 

You may find that your present hst of customers does 
not mclude any such dealers, if you are dassifying on a 
financial or geographical basis And yet, the mail goes to 
those towns The dealers m those towns have more time to 
read, and receive less mail, than dealers in larger cities 
You can put such dealers on your hsts — send them 
“prmted salesmen" at a “travelhng cost" of half an anna 
— and increase your total sales materially by using the 
mail exdusively in reachmg such a group 
Concentrating Tour List. 

Up to this point, the m am discussion has been of 
ways of addmg more names to your hst Now, contrary 
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tbou^ it may seem, the subject turns to the elimination 
of names 

If your names have been obtained from advertisements, 
or in reply to your advertisements, you may have a pretty 
good idea of the individuah% of the party behmd them 
and how its wants will fit with what you have to sell 

Otherwise your list of names is pretty general You 
needed a full list to work upon before you could elumnate — 
but if you now have the full list, it will pay you to 
make each name justify its nght to remam where it is So 
ask yours^ two questions about each name 

1 Is this organization a logical prospect for what 

you have to sdl? 

2 What man or department m this organization 

should you try to sell? 

The most direct method of getting an answer is to 
take these questions straight to the prospects themselves 
Suppose you make a frank appeal to the advertasmg 
manager, or the man m charge of the advertising, of each 
concern Wnte bun a letter along the following hnes 

As an advertising man, you are probably interested 
in seeing the advertising of others as well as youi own 
company get results 
WiU youhdp us? 

We have the name of your company on our mailing 
list You can help us decide whether it should be there 
or not 

(If your proposition is not unknown to the man 
addressed, it would be well to outline it bnefly here, then 
follow with some such dloemg paragraphs as the foUowmg ) 
Does your company use such a commodity (or 
service) as we have to sdl?' 
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Would you suggest that we keep your company’s 
name on our hst? 

What man or department m your company should 
we address? 

Thank you for your assistance You will find a 
stamped and addressed enTelope enclosed for your reply 
Let salesmen help by supplymg each one with the 
names which fall m his temtorv so that he can gather as 
much information as possible It wiU be much easier for 
the salesman if you supply him with a form which requires 
only check marks 

Hiring local men to cliecTc your list is sometimes a good 
way to diminate deadwood In smaller towns particularly 
there are men who practise law, act as correspondents for 
newspapers, write msurancp, do abstraotmg and many 
related thmgs for a hvmg These men usually can be 
depended upon to know a great deal about their commu- 
mty You can get m communication with them, and get 
their rates per hundred or thousand names, for checkmg 
both the oonectness of the addresses and desirabihty of the 
compames as purchasers of your product 

A final drastic method of cleaning up those names upon 
which you have secured no check by other means is to 
send out a piece of mailing matter ofienng some 
sort of "bait” wh^ch will practically compeU recogmtion 
if they are mterested For "bait” you may have somethmg 
in your Ime which is mexpensive, which you can afiord to 
give away for the sake of getting the nght name of the 
man in an organization for future mailmgs You may 
purchase some novdty which jou can offer You might 
i«sue a booklet of trade information — not so much about 
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yourself or your product, as about facts whidi will be of 
undoubted interest to your prospect 

Following all other methods of checkmg your hst, such 
a plan as this should serve to weed out the names which 
are entirely useless and increase the possibzhties of profit- 
per-name on your whole list. 

The co~opeTaiton of departments withm your organi- 
zation IS hi^y essential Your stales department 
should report the instant a prospect becomes a 
customer Your accountmg department ^ould report 
accounts which have become inactive It is dis- 
appointing to a new customer to find that bis order 
to your firm was not noticed, and that he is still treated 
as a prospect — and it is often possible, when a customer 
has lapsed, for a well-wiitten letter to bring him bach into 
the fold 

Accuracy is highly desirable m evexy step of your 
direct mailmg Nothing nettles an ordmary man so much 
as having his name mis-spelled by those who wnte bun 
In addition to this, incorrectness m addressing usuhlly 
means a waste of your pnnting as well as a lost opportumty 
of malritig a sale 

Seeping Your List Up-to-date. 

This condensation of your completed list is a proces<¥ 
which <:hould be continued, in the form of revision so long 
as you use a mailing hst 

There is no one sure method by which you can check 
a mailmg list, but a combination of several methods will 
serve to keep your hst at its highest efficiency 
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Every returned, refused or unclaimed mailing piece* 
should be caiefully esammed and the remarks on it 
attended to 

Changes of addresses are great obstacles m keepmg^ 
the hst correct Eor this you need to keep constantly 
at youi prospect to get ,them to notify yon of changes of 
address A simple method of keepmg track of changes 
of address and of checkmg up on the prospects interest is. 
shonn in the following letter to he sent on receivmg an 
unclaimed maihng piece — 

Dear Sir, 

Will you please glance at the enclosed post 
card (or anythmg as the case may be) and verify or 
correct your address as we have on our mailmg list 7* 
This will help you get the latest things from 
us promptly and msure your name} r emaining on the hst 

Very truly youis, 


One of the reasons a mailing hst is so vitally interest- 
ing to the man who uses it is that it is never complete 
It is always opening new possibilities of busmess Tou 
are always findmg new names — new ways to make your 
maihng hst more effective — ideas which others have used 
ideas which come to you out of experience 
Keep building your maihng list and you will keep 
building your busmess Keep eliminating deadwood and 
you will keep mcreasing the profit your mailing hst brmgs 
to vou 
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Someone has very appropriately said, "The accuracy 
of your mailmg list is as important as the accuracy of the 
boohs hept by your accountmg department ’’ 

More than this — the accuracy of your maihng hsts, 
both in quahty and quantity puts more and better accounts 
on your boohs, and means an mcrease in your total busi- 
ness which IS ample reward for all the care you put into 
prepanng mailing lists 
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PROCURING ORDERS. 

Tbe Inanimate Salesman. 

Next tre come to the 'vmtmg of letteis that push your 
■commodities mto the market The order aecuting letters, 
as prenoudy remarked, serve the function of an active 
albeit mammate salesman and as such they should possess 
all the qualifications of a hving salesman, i e , congeniahty, 
enthusiasm, and above all pleasant agreeahleness under 
all circumstances A distmct tone of personahty diould 
pervade the whole letter To attam the greatest success 
m wiitmg sales letters you have to study the nature and 
mentahty of your prospective buyers and so adapt your 
style of wnting and thought as to be agreeable to them 
Your purpose is to wm them over to your side by nfFawn g 
them better service and make permanent customers of 
them Thus their needs would require a careful study 
and the most opportune moment be sought to mnlra the m 
your offers To (ate an instance the offer of tea seeds 
should be made to tea planters and not to indigo planters; 
moreover, it should be presented just before the tune of 
the actual purchase of the seeds arrives 

Study of Axtioles Needed. 

To induce others to the purchase of your article 
you should have a thorough knowledge of your owil 

^ begmmng of its consiaruction to 

the utmost detail of its purposes and uses and supremely 
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confident of its merits You should also study smular 
articles marketed by your competitor and should possess 
a fan: comparative idea of then: ments and dements 
Another consideration to be taken mto account in com> 
posing sales letter is a knowledge of what your compehtoia 
are about and their method of merchandising, and busmess 
system This will enable you to hold out greater famhties 
and advantages to youi would-be buyers and thus thb 
may carry weight in the final settlement of the older 

Inangements. 

The methods of arrangement and the devebpment of 
the subject matter should occur m the lines as detailed 
in our previous chapteis Several general pomts to be 
followed m getting up the subject matter have also appeared 
but it will be useful to see the apphcation of 
those principles m this particulai case 

A sales letter should have in view a two-fold object, 
via , to effect a parhoular sale and mdirectly to secure 
permanent customers, although Ihe last is impossible 
without the first To attam this, as usual, a sales letter 
may well be divided into three parts, via , the mtroduotory, 
the development and the positive dose 

Introdnotion of Sales Letter. 

“Well begun is half done” is no where moie true than 
in letter wnting Make a hnlhant enthudastic start and 
not in conventional, hazy and hackneyed style An 
enthusiastic opemng will mstantaneoudy interest the 
readers and let this be the keynote of what will follow 
later on We cannot do better than to note here the follow - 
mg pomts, which a successful letter writer recommends 
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in making a stait He bungs home the greatei results^ 
pioduced by giving something dehmte — ^the very keynote ot 
youi thought — at the very beginning with a homely 
peisonal touch A direct plunge mto the midst of your 
subject and then to divulge youi plan as a whole without 
bieaking interest, have often succeeded wheie long, round- 
about mtioductions have failed Mark the following open- 
ing paragraphs culled from several successful letteis 

'*Foimd a Carbon Bemover that costs httle, does 
much” 

^You are sedong Business abioad You beheve 
when foreigneis know your goods, they wiU buy them 
You feel that as they begm to know them better, 
they 11 buy more Very likely you are quite correct 
But do you know defimtely what those markets want?” 

You can save 4 as per gallon on your gasoline 
On every gallon you buy from to-day foith The plan 
18 simple ” 

Such opening is never mefEective as the leader, if the 
letter is discreetly directed, at once perceiveB that a perusal 
would end m some profit on Ins part and bis interest in the 
letter is throughout maintained. 

There are plenty of other means of starting letters 
efiectively Some use catchy mottos and phrases Some- 
times an appeal is made to the individual interest or occu- 
pation of the readers or to his desire to learn the latest 
developments Many UlustrationB have been given in 
previous chapters and many will be given later 

Devdopment. 

Next the devdopment of what you assert m the opening 
should follow Various ways in which this can be accom- 
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plished have be^ suggested The following five points are 
most notable viz , by description, by telling what the 
merchandiBe will do, by explanation, by argument and 
lastly by simple narrative 


The description, the first thing to develop your idea, 
ahould be quite refreshing and conjure up a mental picture 
m the eye of the reader Much depends upon an mteihgent 
sdeotion of the details to be descnbed Too lengthy ones 
may be tnesome to the readers i^hile too short ones would 
be hazy and usdess In descnbmg, use a simple and 
dignified style and write of the appearance, beauty, size, 
<?olour, peculiarities of your commodities 

'Let your office boy do your calculations 

He can do them — and do them quicker end much 
more surely than on accountant, with the help of our 
Acme Addmg Machme 

The Acme is an adding machine m mmiature — 
but it will give you as good a service and las long a 
service as any standard machme, and cost you very 
much less. 

Less than the size of this page, the Acme weighs 
only 5 lbs and is built thoroughly of the best steel that 
money can buy For portability and dependabihty, the 
Acme stands alone 

And then, its simphcity I Anyone, even your office 
boy — can learn to operate it mfaUibly in five minutes 
Just press the keys, and the Acme does the rest 
The Acme saves time, money, and Bram — and 
aaves them twice because it never makes mistakes 
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whioh have to be lectified later Try it for invoices, 
day book entnes, cash balances, ledger posting — any 
figure woik which needs absolute accuracy ’ 

By Allurements. 

The next way to devdop your idea is to loc^ at the 
•subject matter from another an^e of vision and to depict in 
Rowing language what the article introduced has done and 
18 destined to do m future The advantages which the 
addressee would denve from the purchase of the goods 
should be particularly mentionedi although nowhere indica- 
tion should be made that you are eager to sell your 
merchandise 

'There is something for you among Faints. 
Lacquers, Stains, Japans, Colours and Shiamds— * 
whether it be for maintenance or decoration of property 
or whether for use in the manufacture and 'finishing' 
of your product 

For more than half a century we have taken over 
our Ghent's pamt troubles and we are ready to do the 
the same with yours They are no trouble to us as we 
have the long experience behind us and the most up-to* 
date manufacturing fadhties with us We are readv 
to do our very best for you 

Catalogue, show cards and the visit of a practical 
representative free on request * 

By Explanation. 

Developing by explanafion, tbou^ often confused with 
tbe preceding two Hielibod<i stands as a dis^ct class 
Here neither the whole description nor a complete hst of 
9 
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uses IS supplied Simply the distinguishing features or 
the pomts of excellence are brought to view as if to induce 
the reader to buy this in preference to the others in the 
market 

'Banneijee’s Focsunile Letters are reid personal 
letters because they are pnnted through a ribbon and 
the names and addresses match exactly the body of the 
letter 

By using them you can send out personal letteis. 
to your customers at much less cost than mdividually 
type-wntten letters 

Send for paitioulars and pnees * 

By Urgoments. 

The use of arguments should be made with proper 
caution as not to end m obstinacy In this instance facts 
and figures are quoted and compansons and contrasts made 
with prudence without slur on other merchants 

“Tune IS Money . 

And Lmform Time throughout all the workshops 
and offices is essential Our patented one Master dock 
controls any number of Beoeivmg docks and Time 
Becorders, and thus every employee ‘clocking in^ 
registers to one umform time of your establishment ^ 
a saving of tune, temper and trouble 

Most suitable for offices, schools and colleges, 
factones and the home 

Any design of case or clock face can be suppliel 

A visit of inspection at cur workshop is invited at 
any time on the week days “ 
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By Nairation. 

Lastly, a simple nanative form is made use of in 
doveloping the idea When couched in a simple chatty 
style with due recogmtion of the tastes, conditions and needs 
of those approached, it is both pleasmg and efiectiTe Such 
narration of the story of your pioducts will be mterestmg 
and productive of results 


Closing, 

The last part of the sales letter should see the gradual 
wind up with a ohnchei, the nature of which has already 
been treated Suggest what the reader should do m this 
case, ask him to have a trial free of all charges, send him 
a sample or show him a pattern, oSei a dear guarantee and 
induce the reader to make an immediate pmchase lest the 
consignment may be eiihausted 

Do not howevei talk too long Take care of extra- 
vagant offers When your entire proposition has been 
piesented and enthusiasm of yoiu reader has been brought 
to decidmg pomt, do not weaken your argument by additional 
phrases but close m good time Here is an instance which 
gives all the pomts in clear sequence and has a good timdv 
closing — 

‘‘Found, a carbon remover that costs httle and 
does much 1 
Dear Sir, 

You've found it I An inexpensive mixture that 
does the work It saves tune, trouble, temper — and a 
whole of your shining silver a** the year rolls round 

You want this You need it nglA away It saves 
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repair bills and engine troublLS It mcreases the power 
and speed of your car from the day you use it It's 
one of the few thmgs that cost httle and are worth 
a lot 

By mnnng several common chemicals, bought at 
any drug store, with petrol, you have a carbon remover 
that goes nght m, loosens all carbon m your cylinder 
and cleans the valves, piston rmgs, exhaust pipes and 
muffler 

You don't loose the use of your car for a moment 
The carbon remover gets m its work while your car is 
lunmng And it does the job thoroughly. 

This means cash to you It also means trouhe- 
proof car Your engine will devdope its maximum 
power, run smoothly and pick up speed at a touch of 
the throtlle You get the wiRTimiiTn mileage out of 
eadi drop of petrol used 

bend us a rupee note m an envdope to-day An 
M 0 or 16 red stamps will do Get these nght off 
in the mod and we will send you a full bottle of this 
money savmg fluid, so you can soon see for yourself 
just what it will do. 

Every day you delay costs money 


Yours truly,” 
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BELLING BER7IGE. 

The Two Broad Snb-diidsions. 

Besides catering for direct sale of merdiandiae liie sales 
letters may be made the v^cle of oiEEenng one's services^ 
mvestment policies, real estates, prop^es, etc 

To study the mode of construction of a service letter, 
the subject may be profitably divided under two broad 
heads, namdy those requirmg manual labour and secondly, 
those requiring brain work It need not be mentioned that 
a sharp hne of demarcation between the two is impracti- 
cable, it bemg difficult to assign where one begms and 
where one ends 

As illustrations we may however pomt out that writing 
of advertisement, surveying, auditing, accounting, etc , tax 
the bram more and fall under the second group while bmld- 
ing, repairing, prmtmg, decoratmg, etc , would not be 
perfect without manual labour and consequently make up 
the first group 


Points in Sendoe Letters. 

The development of a service letter should take place 
in the Ime suggested m the ordinary business letters Care 
should be taken to have the arrangement of the subject 
matter in logical sequence with no break in the link The 
paragraphs in the body may follow the foUowmg order 
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1 Enthusiasbc Opening 

2 Presentation of Purpose 

8 Arguments 

4 ConTmcmg Proof 

5 Climax 

The body of the letter should conform to the above divi- 
sions as much as possible but nothing about the style and 
language to be used can be mentioned m general The text 
should be modified accordmg to the service you offer 

Developing the Points. 

To help developing the points above referred to the 
wnter would do well to ponder over the matter in the three 
connected grooves 

(1) What are needs of the customers, 

(2) See if your services may be of any advantage to 
your customers, and 

(3) Pmally try to convince of the snpenoriiy of yonr 
services 

The thiee above are of the primest importance in 
wntmg successful letters 7ou are to point out such needs 
of youi customers as you are most fitted to fulfil with skill 
^is means a study of the characters, likings, ways of hving, 
etc , of the customers Moreover, same letter cannot appeal 
ahke to the business men, lawyers, doctors, students, 
mechanics, workmen, etc , etc Letters addressed to each 
of these sections of people ^ould be written mdividually 
to attam the greatest result All may not be conscious 
of the need you refer to By argument and convincing 
facts you are to arouse his interest and bring home the 
need to his mind and prompt him to acrion In fact you 
are to uncover the needs of the readers and speah out your 
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ihouglits in a homely zLanner wbioh are more or less to be 
deteimmed by surroundingSi associationsi social standing, 
etc of the cnstomeis 

Having aroused the sense of need you are to hold out 
solution how this can best be met by your services In pass- 
mg it may be remarked that vnless your proposition is 
made to the right person, m the right moment with the 
right spirit, youi letters wiU bear no frmt The purpose 
of the lettei ^ould be to make the reader feel vividly a 
need and connect it with your capacity to satisfy it Con- 
sider his interest &om hib point of view with enthusiastic 
tone pervaded all thiough By sympathetic tmge and mtd- 
ligent understanding of the matter 

!Fmally convince the reader of the high order of services 
you ofEer You may pomt out how you are fitted by edu- 
cation, training, temperament, expeiience, etc , for the 
paitioular line you mean to serve The special distinguidi- 
ing features of your services and details of the work may 
also be given proper space to 

Typicd Illustrations. 

This lettei giving esphcit details of how the Hospital 
Association Seiiice is handled will be interestmg, 

‘It means many things for you 
A doctor whenever you need one, at your home, 
at youi office, at the hospital — anywhere , 

A tiamed nurse whenever you need her , 

All medicines and surgical dressmgs prescribed bv 
youi physician. 

An ambulance whenevei you may need it , 

Torn hospital bill all paid, 

A whole yeai’s protection foi you in sickness or 
accident 
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And no examination, no fuss, no red tape, no 
trouble to you — dl you pay 18 $10 for the wholo 
year — $16 if you are mamed, $4 for one child, $8 
for each additional child And you needn’t pay it all 
m cash — small monthly or weekly mstalments, what* 
ever is easiest for you/ 

A Dentist’s Ciroolar. 

Here are extracts of an excellent service letter, sent 
out by a dentist, which convmces because it shows such a 
keen understanding of what the reader wants 

*If your teeth or those of any of your family need 
attention nght now, I will he glad to examine them 
and give you a frank, honest opinion, free of charge 
So many physiosd ailments are due to imperfect 
teeth, that it is unwise to neglect the smcdlest trouble 
of this kind, especially when you have a dentist nght 
in the neighbourhood, and can easily remedy it befoie 
greater damage is done, both to your teeth and your 
general health ’ 


A CoUeotor’s Plan. 

Another type of service letter comes from a coUeotor, 
who has a special plan that convinces because it distin- 
guishes his methods from the ordinary 

'}jow — no matter hov) busy you are, no matter 
how big or important your o^her mail that came with 
this — make up your list of long-dues nght this 
mmute 

Get ’em ofi your books, ofE your mind, ofi their 
consciences Per they have consciences, and we’ll 
show you how easy it is to leveal them Ah, yes, our 
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system of collection never fails to locate the consciencG 
and the cash 

Through efficient, earnest, enthusiastic effort, we 
have perfected a collection service that goes farther 
than any other And, where others might leave off, 
our system is like Commodore Perry "It has not yet 
begun to fi^tl" ' 

A Writer’s Servioe. 

An editorial and writer's service — convmces by tellmg- 
what has been done for others 

'And hsten^ We know, by long espenence, there 
are lots of men and women leally unconscious of their 
own abihty, until our leading of then manuscnpt 
discloses the groundivorlc of a gennxne literary gift 
That plusive, strange poser oft slumbers withm them,, 
all unwares Or, if they are aware of it, more often 
the ambition it but half-aiuahenedt as is manifest in 
the 'scnpt they write — until an intelligent reading' 
at experienced handst and the pointmg out of certain 
simple faults of techmque, unexpectedly turns on the 
broad searchlight of realization 

And from that day they begm to wnte, write, wnte,. 
with a strange, new, wondrous fne, a freedom and a 
mastery of descnption that astomshes all their friends 
loved ones, and dehghts the ’sciipt buyers who aie- 
eagei and anxious fcr the stones and plays of new 
writers with all their bhthe, vivacious new ideas, youth* 
ful colormg, umgue plots, and novel thmgs ’ 

Gheoking the Loss. 

We are reproducing m full a splendid service letter 
that (1) uncovers the reader's need, (2) links that need 
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With the waiter s abihty, and (8) cames unmistakable con- 
'viction 

'Warning! Look out for the httle expense mice 
that gnaw holes m your piofit * 

Deal Mr , 

Beware of the needless leaks I Catch the un- 
expected losses 

No matter how sure you are of your books of 
account, httle elusive diains are costmg you something 
every day Let us piove this to you We can come 
into youi office light now and pomt out many vital * 
economies you can put into eftect at once 

Like othei busy men, you're too close to your 
husmess to see these defects, losses So aie your 
employees, however efficient It takes somebody from 
Uie outside You’ll acknowledge that 

Your cleiks are honest, competent hands ’ But 
itheyVe had httle opportumty to study the newest loss- 
checkmg thmgs in accountancy, the mmiTmaiTig of your 
•overhead 

We can save you a thousand tunes the cost 
•of your seivice And we can do it right aiuay Tour 
business may be economically lun, but it should be 
absolutely loss-pioo/, and we'ie readv to make it so 
Where we’ve mode audits, the system is perfect, the 
expense is scientifically held down Let us go over 
your hooka and do the savic for you 

Find out at once what this examination w*ou1d 
mean Mail the enclosed card to-day It merely 
brings us to talk things over the slightest obltga 
iwn f And our visit will result in suggestions vou’ll 
appreciate 
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EiU in the card now Mail it 7iow It’s & 
znonev-saTing move You’ll be glad you made it 

Yoius for Efficiency and Economy,’ 

Insurance Policies. 

In order to sell msuiance policies the vital need is lo 
Teach as large a numbei of prospects as possible and have 
iheii interest created and at once stir them to action He 
must be appealed (1) through sentiment by holding up a 
picture of how helpless his dependents will be if they are 
left without any means of support , (2) through self-mteiest 
by discussing the financial advantages of the proposition; 
(3) through reason, and finally (4) through pride by pomt- 
ing out that no foiesighted jliiTtTnng man is without such 
pohcies 

We give below an esample — 

Dear Sir, 

If a man told you you didn’t support your wife 
and children, you’d be leady to knock him down Yet 
if you die without leavmg any insurance, that's ]ust 
what you will have done . Your dear ones will be un- 
provided for They will be left out in the cold They 
will hn denendent upon others 

And you, the Vitid father, the lovmg husband, 
who denied them nothmg in your life — who gave them 
his aU, wiflingly — you will have left them in just that 
fix Not because you meant to do it, but because you 
weie Just a bit thoughtless You didn’t lealize life was 
so uncertam 

Stop and think a minute The "Hu” epide- 
mic has proved that the healthiest men are some- 
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tunes the quickest to go Their lives ore snuffed out 
hke a candle — sometimes m a few hours — 

Influenza killed thousands — 

It crippled the mcomes of thousands — 

It left thousands without support — and these 
unfortunate people might have collected insurance 
money all their hves 

You are now ahve and well Everything is 
all right as loi^ as you are here to provide for your 
family Insure while you can Protect your loved 
ones against the uncertaintios of Providence Don't 
be the man who wouldn’t hsten Ihsorance is vitally 
impoitant to your family’s future l^ow is the tune 
to act I 

Pill out the enclosed card It is more import' 
ant to you than it is to me I have the nght policy 
for you, at a pnce you can afford You will never 
be sorry you took this step io~day 

Yours truly,’ 

Developing the Arguments. 

In the letter above you are merely trying to get on 
inquiry from him showmg the absolute necessity of the 
life msurance as a whole — not of any particular life insur- 
ance Next comes the busmess of following up your 
inquiry-getting letter witii the strong reasons why the insur- 
ance you offer is the best that can be had Here is your 
sales talk Tell what you7 policy can do Tell what it 
can do for his particular case This gives the much desired 
individual touch Wnte your letter skillfully along these 
lines, followmg as we have suggested 
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(1) The elementB of the model letter 

(2) The logical arrangement of your subject matter 
(8) The argument — arousmg your reader to his imme- 
diate need of insurance 

(4) The clincher — the particular adaptabihty and 
supeiiority of your policy 

If you follow these pomts caiefully, you will be sur- 
prised at the good results such a letter will produce 

This may, ho'tv^ver, move to action any prospect who 
does not carry any life pohcy but when a prospect ahead} 
carries life pohcies he should be approached with difiEeient 
propositions He should be made convmced that the 
amount insured by hiTn is qmte msufficient and so forth , 
he can be asked to make endowment pohcies if he already 
holds life pohcies and vice versd 

Below IS given an instance of a Life Insuranoe letter 
(an actual circular from a 17 S A Company) that fits 
man who cames no insurance as also the man who carries 
some 

“Dear Mr Brown 

A sensational new hfe insurance contract has just 
been developed that combmcs all the best features of 
all the best pohcies rolled mto one It*s the marvd of 
the age, backed by 150 milhons of assets Its hberality, 
its broad, danng features will amaze you It does 
things no pohcy ever did before And with all its 
wonders, it is low-priced 

Think/— it pays wife 5 per cent on pnncipal sum for 
hfe; 

— and she gets S50, SlOO, S200, $500 a month 
in advance ; 
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— at her death, the lull amount of the policy 
goes to your cluldieu or estate, 

— also covers you against accident and disease , 

— and your wife gets double, and your children 
get double, if you m>.et with fatal accident, 

— ^if disabled by accident or disease you pay no 
premiums, but the compani/ paps you a 
monthly income foi life, 

— ^yet what you draw doesn’t come out of the 
policy , 

— and your wife also gets her 5 per cent for hfe 
just the same, and your children get the full 
sum when she passes away 
This new policy is a master piece of msuronoe No 
thoughtful man can overlook it It makes every other 
pohey seem obsolete, nanow, smsU Every alert 
business, professional, salaried man and wage earner 
must get Ihis starthng new contract He’s cheating 
htmeelf unless he does! 

You will reproach yourself if you don’t mvestigate 
it, no matter what insurance you now carry So I’ve 
arranged to give you complete information about this 
pohey with'*the least waste of your time and mine 
Eill out the enclosed mail to-day 

You’re not doing me as big a favour as you're 
domg yourself The policy will prove it 

Sincerely yours,” 

The Alhlmpovtant Problems. 

Heio 13 the first and all-important problem of the insur- 
ance-selling letter at what particular views and ideas, at 
what phase of human nature, must the letter be aimed? 
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Pot the insurance letter is a peisonal matter It appeals to- 
personal traits It is not so absolutely a business prono- 
sition as selling a box of coUais, or mducing a man to pamt 
lus house In an Insuiance letter you approach him largely 
through 

(1) His sympathy 

(2) His natural affection for those dependent upon him^ 

(3) His self-ini;erest , show him it is a sound investment 

(4) Hisr sense of logic Make him see the folly of 
remaining unprotected 

(5) His mterest m what is newer and better Set forth 
some feature of yom pohcy that is distmct and unique 

(6) His sense of values Set forth the unequalled 
benefits revealed m the terms of your policy 

(7) The value of his time, appeal to the busy man who 
wants insurance, but is too occupied to go after it 

(8) His habihty to death, fire, or accident, which is 
probably the strongest appeal of all 

Selling Properties. 

To effect sales of farms, gardens and buddings, etc ,, 
nothing more important than well-wntten sales letters 
Inform the prospect to the zxunutest detail of the estate so 
that the prospective buyer may have an accurate picture 
o£ the whole m his tnind If it is a building, say its are? 
plan of bmlding, about air and light, location conveyance 
and other facihkes, surroimdings, etc If it is a farm 
wiitc what is its area, nature and yield of the produce, 
facdities of irrigation and transport, etc One of greatcbt 
mistakes is to overlook these minor points Nothing in 
fact should be left by the writer to be taken for granted 
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The distiQgaishiDg and important prospects should be 
narrated mth consumate prominence and forcefulness 

Business property also often changes hand The mam 
thing to he home m mmd m this instance is to conjure up 
the big prospects of ihe business, the stocks in hand, the 
nssets and liabihtieB, the class of customers you command, 
the reason of your disposmg it of and so on The splendid 
situation of the busmess, the low price at which it is offered, 
probable returns from mvestments may be duly referred to. 

Investment Letter. 

Investment policies, secunties, shares, etc , are often to 
be sold throng the medium of letters The main point to 
he laid stress upon in the letter is the stabihty of the capital 
one mvests, the feasibihty of recdvmg the invested money 
nt any time he likes, the high percentage of dividend which 
his mon^ will wm and the chances of further appreciation of 
the value Greatest emphasis should, however, be paid on 
toe safety of toe capital and the! interest and toe) rehabihty of 
toe proposition The small mvestor who has managed to 
save a small sum of mon^ and wants to invest it sees, first 
•of all, if his money is secure even if no hig^ interest is 
•available, while men •with speculative turn of mind can even 
undergo a httle nsk m anticipation of a big prospect The 
letter and prospectus should be modelled as to mterest both 
kind of mvestors. 
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FORGIKG FUTURE BUSINESS. 

A Regular Campalgu. 

A modern business house does not and should not rest 
satisfied \nth conductmg the current volume of business 
It should have to take up a regular campaign of work to 
popularise its goods m the market and give them wider and 
wider publicity, however well-known m the market they 
might be Many bu^ess firms have been found to come 
to grief on stoppmg l^eir publicity work when thw goods 
obtained immense populariiy A fidd for future busmess 
•operation is to be created Ey the organised efforts of the 
present day Many fail to see the utility of this, but the 
recordc* available of the big Busmess houses supply indisput- 
able evidmce that the constructive schemes of the past have 
led to the expansion of their pi*esent business It now 
stands as an axiomahc tnith. that future busmess of a 
firm depends in the same sense on the exertion and org^m- 
sations of the present time as the present volume of 
busmess does on the developments of the past In short, the 
aim of all houses should not be confined to satisfymg the 
demands of the customers but should include the onerous 
task of enbstmg new ones by holding out prospeOts rl greater 
and bigger service 

Offer of Samples. 

Offer of samples is the first element in the successful 
preparation of the field for future business The letter 
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accompaaymg such sample should enkindle in the reader 
an enthusiasm to look for the sample and open it mth 
interest and concern 

'Found out at length I A toilet preparation that 
excells all classes of toilet-snow of even the best foreign 
manufacture 

We send you a sample bottle of this new prepara- 
tion that is now running m the market and when you 
try it you will certainly appreciate the quality 

The literature accompanying the sample carries a 
message that is readily understandable — how to 
equip your toilet board in the most up-to-date and 
economic 

The accompanying sample will give you the most 
practical demonstralaon of the immense soothing effect 
it produces on the skin — even of the most dehcate 

We await your command, and if the thieat of the 
conung wmter hw anythmg to trouble your skm, you 
cannot delay your deoudon ' 

Offer of Premiums. 

Offer of premiums and other advantages in selling 
goods mduce many men to go m for business and produce 
the next elements for the preparation of the successful field 
for future business Below is given an instance 

'Dear Sir,^ 

Here is something intens^y interesting a 
bargain &at calls for immediate attention of all the 
frugal house-holders 
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We oSei you absolutely free one Muga shirt 
if you purchase from our stole four such at a time 
We have lecently seemed a big stock of the very fine. 
Assam Muga cloth and before the summer purchas- 
ing season falls m, a big opportumty is presented before 
you if you effect your purchases now before every man 
lushes m 

We want you to pay us a visit And at your 
very earhest opportumty We want to give you the 
fullest advantage of a wide selection And we want to 
prove to you the tremendous savmg we are able to offer 
On every order you place with us on the Assam 
Muga — may it be the shirt or the complete smt — 
you can make a savmg of 20 per cent if you don’t 
delay m commg to us Moreover, we undertake cheei- 
f uUy to refund the money on all goods not satisfactory 
Trusting that you will come to see the wonder- 
ful stock very shortly, we are, 

Yours very truly,’ 


Invitation to Take a Joy Ride. 

The following is an mstance of an ingeneous letter 
which 18 a commonly used method of approach m creating 
a future field of busmess in the automobile trade It is 
all the more effective as the letter is written with simphcity 
and restraint with no strenuous effort to exploit the ments 
of the ware 
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''Dear Mr. Datta, 

This is a cordial mvitation to you to go for a 
tide in a Peerless auiomoliile. 

'Will you be my guest for a little spm upon tiie 
assurance that it will not put you under the slightest 
obligation^ 

Furthermore. I promise that under no circums- 
tances will you be importuned to buy In fact, 1 won’t 
expect you to buy — 1 sunply want you to get 
acquamted with the Peerless It has proven to be a 
self-selling car And altar you have ridden in it, if 
you do buy a oar later on you’re not likely to choose 
another make 

Simply make these few observations, purely 
on your own account, for your present information and 
future guidance, as to what the Peerless really 
represents in modem motor car construction and value. 

Lpon these may I hope you will nng when 
the trip will be convement? 


Yours very truly,’ 
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SECURING TESTIMONIALS. 

Seeuimg testunonials is a xronderful job and ev^ 
one knows how those httle certificates broaden the founda- 
tion of future business This is in itsdf ^n establi^ed 
business in Europe and Amenca and there are people in 
these countnes who amass their fortune m this particular 
line 

The testimonials are generally secured by a senes of 
letters between the iestunomal getters and the big people 
whose certificates count In the first place sample phials 
should be prepared and these be sent to the sdected list 
of men from whom testimomals are required together with 
a letter, a modd for which is given below — 


L 


'Dear Sir, 

A wonderful thing ihat is now bemg manu- 
factured by the National Drugs Ltd , is the sugar- 
coated Tea Tablet that is destmed to replace dust tea 
and all the troubles of preparmg it for the cup 

Indeed it is a thing that combines all the fresh- 
ness and flavour of the best tea m the market with 
proportionate fineness of sugar and milk made into 
tablet with the result that only the addition of hot 
water the lefr^hmg drink is made for immediate 
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enjoyment The sample phial enclosed will prove this 
to your best saldsfaction — even more 

The manufscturers are preparing to get up 
some very handsome catalogues, mrculars, etc which 
they will have prmted in lots of 10,000 They wiU 
also use the highest class megazines, and newspapers in 
advertising theur goods Only the very best people, in 
vanous walks of hfe have been favoured with sample 
packages and testimomals will only be used from people 
of national reputation. It will be a real honour to 
get mto the announcements of The National Drugs 
Ltd , with a testimonial It will be dean and high 
dass 

May we not dass you one among them?’ 

This might produce some response or mi^t not produce 
any However, the manufacturer must be reidy with 
another letter in a week 


n. 


‘Dear Sir, 

1 am wntmg you personally to-day to enquire 
if my first letter together with the sample of Tea Tablet 
duly reached you I am absolutdy sure we have an 
article here that has somethmg vital to do with decreas- 
ing the immense trouble and loss of time that the 
people of the world has to run through for the prepara- 
tion of their pet mommg drink I trust the preparaiaon 
is bemg used and is provmg to you what I daim 
for it— as IS the case with several well-known people 
I have just heard from 



SECURINO TESTIMONIALS 


151 


If the first package pleased you and another 
is desired to confimimg that satisfaction I am prepared 
to send you another 

In the meanwhile as the proposed hterature 
IB being prepared I am amaous to have your opimon 
of the preparation ’ 

This will prepare the recipient and soften his mind to 
consider about the certificate^and the offer of publishmg 
the name in the high class and widely circulated catalogue, 
will mTeigle in his mind a desire for action A third 
letter at this psychological moment will be most valuable — 

m 


'Dear Sir, 

While I am keenly woitmg for your opinion i 
am receivmg lots of letters fiom persons who received 
the sample package, testifymg most highly as to the 
real ment of the novel preparation 

The catalogue is about ready to go to the 
press and a Ime from you even now would be more 
than appreciated 


Tours very truly,* 


This IS hkdy to secure a few good strong testunomals 
As fast as several testimomals come m they are photo- 
graphed and plates are made from those neat impressions 
me taken and sent out together with the fourth letter. 
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‘Dear Sir, 

Important letters higMy testifymg the merits 
and convffliifinces of the Tea Tablets are coming in lota 
fimn people \rho count in our country You are now 
one of the very few we are waitmg to hear from 

The proposed catalogue is already with the 
printers and the illustrations and facsimile letters speci- 
mens of which are enclosed herewith, are nearly ready 
Our catalogue is intended to be complete with 
opimons from people of national reputation and as suca 
we value your opinion so much as not to miss it 

We wish you to tidce the important step now 

— ^to-day 


Yours etc ' 



CUAPTEB V 


THE FOLLOW-UP. 

To a business man who is in tbe market to create a 
iidd for his waies or efieot direct sales to the consumers 
the utility of the follow-up letters cannot be too much 
praised A smgle sales letter cannot generally mterest the 
piospeot epeciaUy if the article or the pioposition is little 
known or has no particular reputation Even m an 
established product a follow-up letter may sometimes be 
found desirable and profitable 

Two classes of follow-up letters are generally required 
First, when direct sale is desired, and secondly, when the 
object IS to keep the name of the article before the public 
eye 

The either class of follow-up letters should be arranged 
m a defimte progressive series, comprising from three to 
SIX or more separate messages according to the need of 
circumstances The first letter in the follow-up senes 
should be the letter which is to be followed up — that is, 
the first letter sent m answer to an enquuy or the first 
selling or collection letter In other words, the senes musk 
be logically planned torn the very beginning if it is to 
have the desired eSect It is the failure to appreciate 
this fact that makes so many really good follow-ups fail to 
produce the desired results 

While it IS not always possible to plan a complete sell- 
ing campaign m ad%^nce, it is both possible and reasonable 
to plam the general principle leaving the details eo be 
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changed a<i would be dictated by the circumstances As the 
prudent Business men should msure himself against lose 
by fire or theft, so the good Busmess correspondent should 
msure his selling campaign against failure by taking thought 
for the morrow and preparing the way in his first letter for 
other letters that may follow Indeed, so great is the 
cumulative efiect of a properly planned series of follow-ups, 
that the best man in the profession make it a rule not to 
use every argument or inducement in their first letters, but 
to keep some shots m reserve for the need that tbey know 
will arise That cautious foresight wms many a business 
battle that would otherwise Be a disastrous defeat 

There is a bit of selhng psychology in this that is worth 
considermg Many persons maEe it a fixed, if unconscious, 
rule never to respond to the first attempt to sell th^ 
They may be slow to arrive at a decision, overoareful m 
judgment, distrustful of themselves or of the wily salesman, 
or ]UBt mentally lazy , and they have been trained by the 
mail order salesman to sit back and wait for a better pro- 
position It is no longer considered good Business practice 
to follow up the original proposition with successive cuts 
in price , such practice is manifestly unfair to the first pur- 
chaser and stamp the house using it as trying to get an 
unreasonable price for its goods It is considered proper 
for h follow-up to extend the term of a limited offer, to 
make special concession in the manner of payment, to send 
goods on trial approval or to resoit to other selling 
methods that at once maintain the dignity of the seller 
and suit the convenience or whim of the Buyer It remains, 
therefore, for the writer of follow-up letters to excercise his 
ingenuiiy in presenting his proposition in new li^ts 
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In a senes of follow-up letteis the fiist should confine 
itself to mnlnng a strong, clear but bnef statement of the 
proposition, dependmg for much of its seUing force upon 
the actual value of the goods offered and the explanatory 
prmted mattei accompanying it, it should leave to the 
follow-ups the more detailed expansion of the general line 
of argument Each follow-up should contain an additional 
leason why the leader should buy, re-inforced, peihaps, 
by the expeiiences and opinions of others who have abeady 
purchased 

It IS not wise, however, for a first letter or any of the 
follow-up to suggest that it is one of a senes Each letter 
m the senes should give the impression of finahty either 
by fixing a defimte tune limit, by predictmg early exhaus- 
tion of the goods offered or by its tone and its insistence 
upon quick action ITever upbraid the reader for not takmg 
advantage of previous offers, or even to refer to them If 
there is a sound reason for haste on the reader’s part, the 
follow-up may properly refer to the onginal offer 

The follow-up that is most effective in the majonty of 
cases is the one that gives the leader a new view of an old 
situation, a new reason to accept an old proposition Such 
a letter is handled much like a first form sellrng letter except 
that it IS shorter and terser m order not to weary the reader 
It reqiures the same care in the handlmg of its operung 
and dosmg paragraphs, and it may resort to any of the 
tacts that will give it mdividualify and induce the recipient 
to read it thiough 

Let us prepare a series of letters includmg the first 
letter on the sale of an mspirmg Book — The Greater 
Achievement 



150 


UAIL ORDSn LE 1 XBR 8 AND METHODS. 


1 


‘Deal iFnend, 

Stop and read this letter — no matter hovr 
busy you are You may be deeply grateful that you did 

We have published a Book that means worlda 

to you 

Everyman, every woman, indeed every 
student, should read "The Greater .Achievement" 
no matter what his or her life work may be This 
wonderful book shows you how to be more, have more 
and do more It is nch with priceless infoimation, 
valuable advice, great surprises, inspiring truth It is 
the book you should read li^t away 

It tells tho great helpful thing that booka 
rardy tell It is a revelation A Hook of thousand, 
wonders I 

It shows you the road to prosperity, healdi 
and happmess m ways without end It’s for the man 
or woman who has gioped in the darkness of 
imcertamty— who has wondered, wished and wtnted — 
who has longed for success and weQ-being and con- 
tentment 

"The Greater Achievement" is makmg new 
people every day It comes into your hie like the 
dawn of a new day It is a flood of dear light that 
dispds diarkness and builds new courage and fresh 
hopes from the hour you read it 

This book will mean more to you than any 
book you ever read Although the price is Bs 5 wo are 
sure you would not take Bs 500 for it after reading 
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We enclose you an order blank, fill n up, 
anting your name and address very plainly, so that 
there be no mistake Then pm a five-rupee note to 
the order blank and send it to us in the enclosed self- 
addressed envelope 

We know you will be overjoyed with the con- 
tents of this wonder volume In your boundless enthu- 
siasm you will be eager to lend it to all your fnends 
and want them to enjoy the many inspiring things you 
have discovered 

Send Toui 5 foi Ihis book to-day? 

It is beautifully bound gold-lettered, illus- 
trated Mailed postage prepaid for Bs 5 Don’t wait ^ 
You will always be glad you took this step You need 
this hdpful '^lume now t 


Yours sincerely’, 


n 


'Dear Enend, 

Our object m wntmg you again is to piove 
that om proposition about "The Greater Achievement" 
IS something more than the mere money-getting idea 

I do not know whether you will beheve me. 
I hope you will of course, if you won’t, you won't It 
is just a simple little question of faUh 

It concerns merely a book And it concerns 
Bs 6 I have the book, you have the Bs 5 

You can bdieve me or not — but nowhere in 
all the world is there a book that will do for you what 
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this book Will do And ngJit now for a thousand reasons, 
for your bake, and for the sake of your entire future, 
for the love of your health, happiness, peace of mind, 
pnde, principle and your whole life's ambition, you 
should get hold of this booh, at the earliest possible 
mcmeat and biun into your brain, mto your very being 
every thought it contains 

The book as you already know is called "The 
Greater Achievement” and describes the factors of 
personal power required m the greater achievements m 
busmess and social life It shows also the ways by 
' which any man can advance himself to wealth and 
power This book will grasp you by the hand, look 
you m the ^e, and start n^t oS to tell you m plain 
sunple language exactly what will bnng you the Ibing 
you want in tius life 

It can and will point out to you just wnere 
you may be lacking m your busmess make up It 
tell you all these things clearly and truthfully, 
because it is frank and forceful and unafraid 

Tbs book will surprise you m a thousand ways 
by explaining things You may have noticed m other 
successful business men — m their methods — tbngs 
you have often pondered over 

It will lay bare before you all the deep decisive 
truths you must firmly grasp and for ever make a part 
of yoiu busmess self in order to do, to dare, to dominate 
You must get tbs book You should get it 
right away The piico is Es 5 as I have said An 
order blank is enclosed Of course I want to send 
the book to you Of course I want your money with 
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the ordei — but I am downnght positive you will be 
foi ever glad }OU parted with the money 

That B all I have got to say It’s up to ^ou, 
Bir, 

Youis sinceiely’, 


The thu£ letter also reminds the reader that he has 
not answered the previous letters Probable reasons have 
been suggested foi this failure to respond meludmg among 
them the price of the book It* avoids a sensitive pomt in 
the leader by suggesting that price cannot be the reader’s 
chief concern yet proceeds to oveicome any possible objec- 
tion to pnce Immense value of this book to the reader 
has been emphasised 


in 


'Dear Pnend, 

You have not answered my letter about "The 
Greater Achievement" May be it's the price — but 
whatever it was let me say this Every day you miss 
reading it, you are missmg big chances m busmess — 
golden ideas, nch opportunities, cashable methods, pro- 
fitable suggestions, dean cut solutions of problems con- 
stantly confrontmg you, thmgs you need in your busi* 
ness battle , things you have longed for 

None, to be perfectly frank, it won t make a 
great deal of difference to me if you lose this chance 
of reading "The Greater Achievement' —but it will to- 
you 
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“Oh, jes," you say, "he ]ustT?8nts to sell me 
his hook and get my Bs 5 Of course 1 want to sell 
it, and of course 1 want your Bs 5 

But 

What man of flesh and blood, ambition and 
ability even let a five-rupee doubt cheat him out of a 
nch mme of big ideas ^ 

Why, incredible as it may sound, I am doing 
more for you by sendii^ you this book than a man 
^rho 'would hand you Bs 6000 in cash to-day Ih "The 
Greater Achievement''’ there are siecrets of turning 
the tide of things m your favour, and turning it now, 
now, now Not five or ten or fifteen years 
irom now, but to-day 

Laugh at the man who you money and 
fame are just luck 

Listen I There really is a well-defined system, 
wheieby other men rose higher and you can And "The 
Greater Achievement” proves it all so clearly that any- 
one would grasp it 

“The Greater Achievement” opens new 
avenues of accomplishments It reveals, it arouses, 
and redoubles your energies, gi'ving you purpose and 
■power 

All this may sound exaggerated, but the book 
16 here to prove all claims of what it will do for you. 
The thing is sure — if you send for it immediately, 
if you get this Es 5 remittance for '"The Greater 
Achievement” in to-dav’s mail — I guarantee you vnll 
■always consider this the best Bs 6 investment you ever 
made 


Sincerdy yours’, 
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Such a lettei h bound to be compellmg in its effect 
It has the qualities that the stiong follow-up letter should 
always have 

Hklaster this business of tSe follow-up letters Its value 
ds unhimted Plan your correspondence to include it Do 
not think each separate letter as a unit Instead think 
of the senes as a unit, and each individual lettei ns a 
part of the greater whole 


n 




PART yi. 


MERCANTILE and MAIL ORDER 
LETTERS and METHODS. 


BROADENING THE BUSINESS. 





lot 


¥att 
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ORGANISATION OF AGENTS. 

The Need of Agency Letters. 

However much a busmess house, or a manufacturing 
firm mshes for expansion of trade, it cannot identify itsdf 
with all its activities It cannot sacrifice efficiency and 
concentration m favour of diffusion which is accompamed 
by loss of control Besides this there ore other reasons 
why even a big business house cannot transact business all 
by itsdf The manufacturers as wdl are so much absorbed 
in tlie manufactuiing of then output, that they cannot find 
time nor have they the inclination often to carry on a sellmg 
propaganda to push then goods m the market Busmess 
houses often operate through branch offices which have been 
organised at different localities and there buf^mess is con- 
ducted by office managerb under the direct guidance and 
Instiuction of the piopiietoi or the chief manager But 
over and above these, there must be other ways of popu- 
larising their goods m the marJrot Herem comes in the 
function of the agents or representatives who mainly deal 
with the head or branch offices through the mail thus 
Cl ISC'S the need of agenev letteis 

Agency letters, so to speak, may mainly be classified 
urdcr two heads, vis , those fiom the pnncipals to their 
agents and representatives, and those of the agents to the 
hoiwes It will be ^eea from what has been said aheady 
that agency letters aim at bettei busmess and populansmg 
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the merchandise of the manufacturers and import houses 
and busmess firms That means the agency letters may be 
grouped as a particular hnd of sales letter m as much as 
their objects do not m any way differ from those of the sales 
letters 

Application for A|enoy. 

An agent to do his busmess successfully must be a good 
salesman with various resources He has to conduct the 
selling campaign which the manufacturers do not like to 
perform themselves out of pressure of work or ou,t of 
celuotance to keep fresh staff for the management or due to 
tiie distance of the place where the goods may 'atch the 
fancy He may in his turn appoint sub-agents and 
representativee to help him to fulfil tiie contract 

It is quite natural that the principal or propnetoi of a 
film in awardmg the authonty of agency would prefer a good 
busmess man with business expenence in the hue to a novice 
in the field He wotdd rather desire to enlist the services 
of a respectable firm with good references so that he may, 
rest assured that his interests are m safe hands and that he 
can espect good and secure returns by mutual transaction. 
He would thus want a recognised and pushing firm as his 
agent, even if he has to offer more lement terms to him 
Hence the first duty of a would-be agent while wntmg 
to the manufacturer for the agency should be to dilate, in 
a Rowing language, on the following — 

(Ij The prospects of havmg bib goods represented in 
the locality should be explamed Show bow his mteresta 
will be best served by having representation there If there 
is no competitor in that line at that place, refer this to 
him and offer him, if possible, the new developments and 
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attitude among the people to hold out new prospects for 
such commodities 

(2) Having awakened the interests of the monufao- 
4nirer, you would turn to the second pointi % e., connecting 
his interests with your services Narrate the kmd of busi- 
ness you conduct, your espenence m the hne, jour hope and 
expectation as regards the agency 

(8) The neict pomt on which to imte is the explana- 
tion of the terms of busmess It is, however, bettei to 
leave the settlement of terms to the other paity but a pos- 
sible way of setthng the terms to mutual benefit may be 
made 

(4) Emally close with acknowledgment of courtesy 
and assurances of the best services 

Above all in yom apphoation try to show by some 
personal touches that you ore the fittest person 5y virtue 
of youi tempeiament, education and expenence to cater 
for that tiade The letter should cairy conviction to the 
receiYQi and conhim to nil the requirements of a good 
letter as legards style, foicefulness and aimphcity 
The following letter may serve as a guide — 

^Dear Su, 

The quahty of washmg soap you are maikct- 
lug m Calcutta mtciests me I wonder why such 
article should he so much scaice in Madras where use 
of soap hy the people is lather more extensive than 
in anv other province 

Possibly you have not hit upon a suitable 
icprcscnt<itive in this piesidency who can push your 
commodity piofitably m this market I am m the soap 
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bubiness for a pretty long tune and liiive secured eois 
nections m all the pruunpal to^ms throughout the prest* 
denoy I am willing to repiesent you in this morheU 
and if my leprosontation is accepted nty loiig oxperienco 
and wide organisation will be at your semce 

1 am wilhng to represent you on comnussicfn. 
baas on the sale of a mmimuin quantity every mbnth, 
return of sale being rendered every week regularly 
Payment to bo made evefy week together with the 
rotum of sale 

As to my ciedential I would refer you to the- 
Scent Manufacturing Co. of your town witii whom X 
have business deahng for a pretty long time and wtui 
will teU you of my capacity to push new articles ini 
this market 

I hope you will decide to let me serve you 
Tours very truly/ 


When the apphcation for agency will be in leply to an 
adveitisement in a newspaper the following may serve as a 
^guide — 


‘Dear Sir, 

Youi* announcement in the National Daily 
icgardmg youi stove attracted my attention and I feel 
1 shall be keenly interested in pushmg your commodity 
in this market 

I am aheady representing several foreign, 
manufacturers and have already a unmber of regular 



OnCANIBATIOX OF AGENTS lb9* 

wholesale buyeis m the outstaiaon who get Uungs at 
this stole regularly and aie satisfied with our dealingir 

Jf I can find a country-made article of the* 
quality of the foreign manufacture, I am sure I can- 
push it through our marhet 

I am willmg to work on net fiised price basis. 
Payment to be made at 45 days’ sight of the invoice, 
freight to be included m the cost 

If you are interested in my proposal I shalB 
be ready to hear from your bide immediately 


Yours truly,’ 



CHAPTEE n 


PRINCIPAL TO AGENTS. 

The proprietors and manageib of big firms woik through 
many agents and repieseutatives placed at different local- 
ities Borne of them may be well placed in business and 
have" by force of their character and above all by dmt of 
age-long application have given the initial impetus, so much 
required for successful conduchou of business But otheis 
may not be so singularly fortunate Some of them may 
be sent to places amidst peoples of diffeieut nationality and 
customs to popularise their goods in the face of unprece- 
dented odds agamst them They need not only be 
encouraged but also be inspiied They must be tau^t 
newer and better methods of salesmanship and at the same 
time you are to manage the whole affair with such tact 
that the agent does not peredve at all that his methods 
were on the wiong side and deserved condemnation Such 
letters should contain sales education and geneial pnnciples, 
laws and ethics of general salesmanship; but one of the 
pnmest requisites is tact The letters should at once be 
fnendly, warm, informal and enthusiastic But much 
depends also upon the ability of the manager to study 
human nature 

The letters to agents are thus sales letters in some res- 
pects but these are something more than sales letters 
Besides awakening and sustaimng their interest in the sale 
of the goods, it must be impre<^sed upon their minds that 
it is on them that the reputation and credit of the firm 
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depends The task is difficult to a degiee because the 
agents most of them live at a great distance from the firm 
and the communications are to be made tbiough the post 
Just os prospective agents epply to the films 
for ordmary, sub or sole agencies, the man at the 
head of a firm ha<i to wnte to business firms to take up the 
agency of bis products In such case the letter is moie 
or less a sales letter You talk of the excellent qualities of 
jour products the strong demand for them m the market, 
and lastly, hmt that it 'wiU be e desirable line of busmess 
to carry on 

We give below a letter as reply to the apphcation for 
agency in the pievious chapter accepting the ofier of ageney 
mentionmg terms — 

‘Dear Sir, 

I have the pleasure to accept your ofiei ol 
agency for the salo of our stove in youi maiket and I 
am suie if a nght land of salesman push it m the 
market he mil L® able to leplace all the foreign manu- 
factures that rule the market now 

Indeed our stove is manufactured with up-to- 
date machmeb, from thick sheets and selected mateiials 
and tested with such scrupulous care that no defect 
can escape 

, It IS a icady seller and om guarantee of replac- 

ing defective ones even after use for some time arms the 
sellei with confidence in the goods he sells 

Out and out sole cn a net fixed pnce basis is 
indeed advantageous to both of us but I regret 45 days' 
credit is too long a term I can ofier you a 21 days' 
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teim so tiiat yon can remit the amount of the Bill to* 
our Banher m 21 days of your acceptances of the Bill 

The reference you quote is satisfactory 
and if you accept the terms of payment I shall sendi 
you the first consignment 


Yours etc ’ 


The following is a reply to the same letter but in this* 
the application for eidudve agency is refused — 

'Dear Sir, 

This will acknowledge the receipt of your' 
letter of . We would not consider it a good* 
busmen proposition to grant you the sole agency for 
the sale of our stove in the fast provmce of , 

unless you were to agree to older a certain number of 
articles annually Tho agreement to carry some sort 
of proviaion that orders would be spiead over the year 
in order that they would not be bunched at any one 
period, but would be spread out m order that we 
might have a steady outflow from our plant 

How many stoves do you think you can dispose 
of during the coming month? On hearing from vou 
6n this point I shall reconsider yom apphoation 

Otherwise, if you desire to work as ordinary 
agent I can ofier you an agency commission of 6 per cent 
and 2^ per cent on cash payment on our scheduled 
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^holoBsle rate Tbe endosed tcnns to agents will give 
you othei informations 


Yours etc/ 


When a business firm, the manufacturer of uhe stove, 
ofieis agency to anothei business fiim who seeks by adver> 
iisement such agency, the following letter irould t)e 
^emceable — - 

'Dear Sir, 

We have seen your advertisement m youi local 
paper that you are open to entertain offer c£ agency 
for a country-made stove We call your attention to 
our siove 

This is manufactuied m this country by Indian 
eapital, supervision and labour, and with such scrupu- 
lous care that eveiy part is subjected to severe test 
before bemg placed in the market Our dealers can 
sdl this stove with the confidence of sdling a right 
ihmg and his confidence has never yet been shaken 

We enclose herem a discount list to the trade 
for the various kinds of stove we manufacture We 
shall offer you an imtiative rebate of 6 per cent (.ver 
the iisnal discount and shall continue this rebate tf the 
oiders from you sufficiently guarantee this 

We desire you to mention two Calcutta 
references 
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To the sew party our tm is cash o& delivery 
but as our relation matures we can o£Eer better ieiins. 


Yours etio * 


After i^e appdnt of agents and setthng with them* 
the terms of business, the most important subjects of letters- 
should be those which are wntten with mtention to educate 
the agent The foreseeing salesmanager has learned the 
effect of putting real personal interest and news v^ue into* 
&e agent’s letters and in the followmg chapter we deal with 
such educative letters 
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EDUCATING THE AGENTS. 

The letters tn the agents with a view to educating them; 
in promoting the sales, may be classified according to the- 
puipose these are intended for into the following grades ^ 
(1) Letters to prospective agents, (2) letters to create enihu* 
Biasm, (3) letters to speed up sales, (4) letters of criticism 
and (5) letters introducmg new merchandise Let us take 
them one by one 

The following paragraphs show how prospective agents 
should be educated in the matter of sales — 

‘Test, test, test reveals the tnumphant ments of 
the Behef Stove That’s why it is sure to please and is 
self-sellmg There are lots of money for you right 
now in this proposition if you will carefully read the 
enclosed literature and write to us at once, fully and 
frankly, just how you fed about taking up the sale of 
the Belief Stove 

We are willing to co-operate in every way with 
the right kmd of live, rustiing, resourceful people who 
can go out and produce, and we will later have a very 
interesting territorial proposition to oSer, with general 
agency We want some one in your locality who is. 
chokehil of energy and enthusiasm and we want him 
right away He simply cannot help hut do a rattling- 
big business in BeHet Stove 
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If you are that man, get busy to-day and let us hear 
from you, letter get your letter cS m to-mght's mail * 
In wiitmg letters to create enthusiasm our readeis are 
referred to the suggesiaon on that head in our previous 
section Show him lhat there is big money awaitmg him 


ability 

We give Below an example which demonstrites how 
M inspirational letter may be made to render wonderful 
help to tiie agent — 


your sales this season surpass al^ former ehowmgs I 
am amaous to co-operate with you faiugh eveiy 
business Go after it with head, heart and hand 
You have only to put a firm foot down on all 
hesitancy, lack of confidence, or fear— put everything 
and everybody Aside and go to it earnestly, eagerly 
and mtensely, with every inch of your manly resolvo ' 
Letters to speed up sales convey m view point 
Aometlung moie than those loi creating enthusiasm In 
-addition to the essentials needed for the above, the letter 


country Ton give ^eir expenences and suggestions to 
those who need them most and above all sustam mteiest 
m them by indicating what prospects await them and how 
others are farmg m the Ime 


*‘He who has lost confidence can lose no^ung 


moie— He who has found it can wm everything 
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For it is not altogether the article you are selhng 
— it IS what you make of it It is the value you build 
in the prospect’s mind It is the picture you weave 
in his brain that makes him buy — whether it is a 
<%afety lock or something else woithw’hilc 

And I IcDow, too, that you have the enviable spint 
of self-nvalry You want to do better in the coming 
year than you did m this You want to climb higher, 
reach out into broader fields, lay bigger plans for your 
sales during the coming twelve months You are 
handling the best aiticle m your line — anybody can 
buy an\ w'here — something that laughs at competition 
and challenges it to produce a superior ’ 

Occasions also anse for the manufacturers and bubiness 
firms to send letters of criticism to their agents and 
representatives The prmciple underlymg the same must 
be constructive and not destructive The tone of the letter 
should by no means be provoking and discouraging The 
defects in their system of working should be pointed out 
while newer ones and profitable ones should be suggested 
in a most congenial manner You may also draw their 
attention to the points you want to impress upon them by 
writing to them what some oih^r agent is doin^ to improve 
his methods and increase his sales 

Last of all, the agents are to be approached whcnevci 
^ou want to introduce new merchandise in the maiket 
Enlighten them on the great possibilities of the articles 
and the strong selling points about them Such letteiR 
should contain all the chaiactenstic enjoyed for a sales 
letter in our previous chapters 
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LETTERS TO DEALERS. 

Retail dealers who are not actually agents sometimes 
require to be "braced up" and a fnendly ^noseage of 
encouragement to them in many ways is ahm to the messs^e 
to the agents. These letters to the dealers should be 
written with the view of mtroducing a new merchandise 
or of alluring dealers to put on article right in stock or 
of giving some new information about a line already in stock 
Such letter should give the dealer information about 



tion as to how to present the article to the pubhc Remem- 
ber that the customer wenis to know the merits and value 
of the goods, while the dealer wants to know about their 
saleabihty and a letter to the dealer should contain bo^ 
the topico so that the dealer may be induced to stock and 
trained to educate the buyer 

We ^ve below an excellent example of a letter of the 
"dealer help” variety — 

‘Dear Friend 

Demand is the thing I 

The enomiouB demand for our Tiger Brand 
products was built up not throng persistent advertis- 
ing but upon the solid rock of sterlmg quality 

Persistent odvertismg has helped indeed, but 
the pure, unadulterated quality of the Tiger Brand 
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$oods has indelibly impressed itself upon the mind of 
^e users of the very best, everywhere 

The people know the real thing when they 
see it You cannot fool them 

Now when you handle the Tiger Brand 
products, and you should handle the full line, no other 
dealer m your town can compete with you because we 
will not sell the jobber, youi Tiger Brand profits are 
therefore your own as long as" you handle them You 
are protected every day in the year against local com- 
petition 

This 18 the kind of the hne you should carry. 

You really ought to wiite us about it at once. 

Tiger Brand dealers are the most hberallv 
advertased of any m the country And aU that benefit 
comes to you free 

Let us hear from you — not to-morrow — 
hut to-day 


Yours truly,' 
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CHAPTEJJ L 


THE CREDITOR AND THE DEBTOR. 

Credit has come to st&y as an important feature of 
modem business No busmess mtber of manufacturing, 
wholesale or retail Idnd <^n prosper without extensive 
credit system granted to it on certam defimte or mdefinite 
conditions Credit increases and strengthens the purchas- 
mg power of the customers where cash transactions would 
cripple demand for want of ample capital at the disposal 
of the purchasers Specially to stimxdate larger sales the 
advantage of the credit system cannot be overestimated 
But however the dues and outstandmg bills are to be coll- 
ected timely Herein comes the scope of collection letters* 
The main point to be observed in collection letters is 
the observance of sanctunomous punctuality Letters of 
demand should be sent as soon the amount falls due, other- 
wise, the debtor would understand that the creditor is not 
systomaUcal in his transactions and not mudi pressed for 
money and can wait for a few days more possibly Dues 
are dues and loans are loans and there need not be any 
Aaw of reasons why the dues are to be paid more than that 
these fall due by such and such date 

Below is given a typical example of a simple collection 
letter — 

'Dear Sir, 

We did not hear from you relative to your 
account We Imow it is a small matter and m all 
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probability you have overlooked it among the many 
details of your busy days Won t you reniember to fix 
it up to-day so that we me} close this balance in our 
books? 


We hig^y value your continued patronage and 
want to do everything in our power to pieserve our 
pleasant business rdations Like every other butiness, 
ours is sustained by the moral support of our customm. 

Won't you kindly make remittance to us to- 
day by cheque or cash? 


Cordially yours,’, 


Another pnmt to be considered in tins connection is tiiat 
it is much easier to sell by letter than to collect the dues by 
letter post The wnting of the collection letters need epecial 
care and attention and require a dear-sighted analysis of 
the position between the creditor and debtor and a clear 
understanding of the terms between them The letters 
should first attempt to brmg out a complete understandmg 
of the obligations on Both sides Often delmquency in pay- 
ments may be traced to misunderstanding of the terms and 
tile correspondent before he takes up the case should 
arm himsdf with all the facts and figures of the case before 
he goes to explam the matter 


The tone of the letter should npw form a matter 
for earnest contideration Much depends in this matter 
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upon ibe attitude of the debtor and the previous record of 
transactions made by bun While sometimes a reminder 
will bnng m payments, firm letters ofienng suitable teims 
for payment also often go m vam It is for this leason 
that correspondents generally divide the debtor into three 
•chief classes, vts , the reliable kind, the careless, slow-paying 
kind, and lastly the doubtful or dishonest kind Of course, 
it is hard to note at first mto which of these categories 
a partioulai debtor may be classed and so it is always good 
to send for default m payment courteous reminder 
Approach should be made in a friendly and respectful tone 
that pie-'upposes tunt the amount due perhaps escaped 
nofice requesting that the money should be remitted as 
early as possible, and if this letter goes without response 
follow this up with a friendly letter that seems to talk the 
situation over with him These letters will suffice to get 
payments or at least responses from the rebable kind of 
debtoxS w’bo have fallen mto arrears because of misunder- 
fitandmg or change of financial affairs But these even 
may not arouse the susceptibihty of the careless, slow- 
paying customers They need fiequenter follow-ups and 
bemg rather caidess and habitually out of funds do not 
care io pay up unless a constant dunning at their ears is 
kept up Fioposals of mstalment system of payments imd 
other hke proposals smt them But these even may not 
be attiactive to those who are unwilling to pay The letters 
to them should be firm aud renuisition tbe cause of non- 
payment and on no reply tbe notification should be made 
that it the payment, at least a part of it, be not made by 
such and such date the creditor will find no other alternative 
but to put the matter in the hands of the lawyer ^ 
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Hero IS an example of a letter which breathes a firmer 
lone. — 


’Dear Sir. 

Every day we have been expecting a remit- 
tance from you Somehow we cannot believe you 
would mtentiomdly let this little obligation go without 
payment 

You will agree we have been very patient 
about it and have r^rained from unpleasant action, 
feeling sure you were the right kind of person and 
would pay. 

Surely you won't let us wait any longer. 
Emdly write your cheque for the amount and hand it 
ever to the bearer of this 

If you cannot possibly pay the full amount 
BOW, pay part, and your application for extension of 
tune on the balance will be given our prompt considera' 
tion Write us at once, ma^g partial rezmttance so 
we may know your mtentions are good 

Emdly attend to this to-day suie 


Yours truly, 



CHAPTER n 


FOLLOIS-UPS IS COLLECTIONS. 

Goirespondents concerned vnUlx \rritmg the ooUeotioft 
letters will find the following hints for preparing a series 
of follow-ups very useful. The successive development- 
frotn a eentle reminder to a formal notice of legal action 
is given for their guidance. 

As we have pointed out before, the first step in matters 
of outstanding bills is to s^d a friendly notice of the delin- 
quent laccount, suggesting that the debtor has peihaps- 
forgotten of the amount due and giving indications that the 
creditoi anticipates full payment on delivery of the reminder 
The task is no doubt delicate especially when the debtor 
happens to be a customer of long standing and always 
regular in his payments But still the task must be done 
with due courtesy and appredation of the customer's patron- 
age In short, it should be a cordial invitation to be^n 
with a clean slate again 

Here is an instance of a particularly cordial note ta 
ddinquent patrons whose business is thought valuable 

'Dear Sir, 

In turning to our accounts we discover the- 
enclosed unpaid item under your name Moie than 
likely this little matter has entirely escaped your 
memory and we feel that in writing 3’ou Lbout it, our 
letter will be taken merely as a matter you wish us to- 
call to your attention 
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Tlus finn has always valued your patronage 
most higihly, and we feel it an honour to have your 
name on our books IKindly regaid this purely as a 
reminder and make a remittance to us at your eorhest 
convemence 


Cordially yours/ 


When this has failed it Aould be followed up with a 
frank request for an explanation Write m a pleasant con- 
versational style that would not ofiend the debtor m any 
way and still it snould speak something more than an 
ordinary reminder Tell the customer that you did not 
hear from him relative to his account and that perhaps is due 
to overmght or to pressure of business of varied land Make 
a personal appeal for payment or cause of delay But it 
^ould be like the first one distinguished for good will to 
the customer and a straight forward request for settlement 
The next step m the senes is the suggestion pioferring 
assistance Hold out some way so tliat the dehnquent 
buyers may find some possible ways of clearing up their 
previous dues Fmanoial embarrassment often retards 
payments and attendent difficuitaes disinchne the customer 
to wnte to the creditor foi loss of prestige and credit, anl 
it is these terms that they will close up with a sigh of 
relief Collection letters modelled in this fashion have 
brought about amicable settlements where harsh and angry 
letters have ndiculously failed A sympathetic and help- 
ing tone IS the keynote of this kind of letter 

Even when this letter goes in vtun, a direct appeal to his 
pride, justice and reason may prove successful This is as 
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if the clitnax to the seiies Appeal mildly to his moral 
obhgation to pay up the due, his honesty as a business man 
and his sense of honour and self respect as a man Such 
letter earnestly written, is verj' likely to have the desired 
effect Here is a typical lett^ * 

‘Dear 

You cannot say we have not been patient with 
you ‘rbis lb our fourth letter regardmg the enclosed 
unpaid account We feel that, m all fairness, we are* 
entitled to some kind of reply and, if not a full at 
least a partial remittance of the enclosed account 

Surely you would not have us forward you our 
merchandise and cheerfully extend your credit — then 
neglect to pay us 

You do not wi^ to go down or record in 
business circles as a man who refuses to meet his just 
obhgations It would mstantly affect your credit stand- 
ing 

For your own sake, please don't neglect th& 
matter another moment, but close up this httle account 
to-day 

We expect your sending a cheque or an M 0 
by to day's mail 


Yours very truly,’ 


The next item is direct stat^^ment of inevitable outcome 
of delay When the appeal to honesty, sense of justice, 
reason, etc proves mefiective this measure is to be taken 
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I'cuourse to But it should Ey no means take the fonu of 
« threat Set forth what you m'-end to do on further neglect 
•of the matter and make him see that the measure is un- 
pleasant to you and you take it vnth extreme reluctance 
The tone of wntmg sliould be earnest and firm. Here is an 
•example : 


'Dear Sir, 

We do not want to proceed against you for 
this amount, hut have exhausted all reasonable means 
of getting you to remit amicably As a final effort to 
settle in a friendly way we write agam Of course, 
if you do not respond to this, we must proceed to collect 
otherwise We still hope you will do i&e square thing 
and trust we shall hear fiom you at once 

In a former letter we offered to accept part 
payment and time on balance We will still consider 
this if you cannot pay in full now. All we ask is an 
evidence of your willingness to pay, and will expect 
a remittance by retiun mail 


Tours truly,’ 


The final one, if all these prove unavmhng, is the formal 
notice of legal or other positive action In this subject 
also the creditor should also diow fairness by saying he 
Intends to bring in such and such action with re'uctanco 
anlcss the payment according to the terms proposed bo 
made by such and such date This procedure will fuilher 
strengthen your position inasmuch as you g^ve the debtor 
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sample time to consider o\’er the matter The pienous lettei 
if uniesponded should mclme one to belieTe that the d^tor 
eoeepts the debt os he has not said anjthmg to the conkar} 
up till now Mamtam a umloiiH stnng of thinkmg m the 
whole series and the tone quite finn and decisive The 
&ial letter may be put thus : — 

‘Dear Sir, 

We are again wnlmg about the small account 
noted on tiie enclosed statement Smce we have had 
no response to om many lequesis for payment, we take 
it for granted that the account is correct as rendeied 

Dnless we hear horn you hy the 15th July, 
we shall be compelled to turn the account over to our 
attorney for legal action This we dislike to do, but 
we have given you every reasonable chance to remii. 
It is therefore necessary we collect the amount at once 
or proceed as stated 


Eespectfuliy yours,* 



CHAPTBB U1 


COLLECmN IGENGY. 

As collection of accounts is often a difficult pieco of 
business telling upon anuoble trade relations between parties 
and as agency for collection is not much of a recognised 
business m this country as m more advanced tradmg 
countries, we give below a senes of letters with a view that 
some one may find this collection of what may seem to be 
bad debts a suitable business for him In the foUowmg 
series of four letters the fiist three have an amicable persO' 
nal tone that appeals to a man’s sense of honour and pnde. 
The fourth is a demand for immediate payment before 
legal proceedings are instituted 

'Dear fiu 

f A man is known by the company he keeps, by 
the fnends he makes, by the way he pays his bills | 
Surely you don’t want this small debt to dis- 
credit you in the eyes of tiie husiness world I Surely 
your pride and peace of mind will not permit it Ton 
have neglected the matter thoughtlessly Any man is 
liable to do that I 

But now you have broken your word And- 
that’s something few self-respecting men can bring' 
themselves to do But you can “redeem yourself’’ 
Do it now I 
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Attach your leuuttance nght to this letter. 
We will uuderstaud and promptly send you full receipt 

Cordially }ours/ 

Follov-Up 'So. 1. 


"Dear Sir 

Our clients are gentlemen So they want to 
treat }ou accordingly Don't be ungrateful You 
surely leabze their good intentions 

They us to use every pohic means to 
collect this daun befoie embanassmg you Now, why 
not dispose of this smaD matter, so everybody con- 
cerned will be reheved^ Send us immediately your 
cheque or postal order foi the amount 

We shall be glad to mail you prompt receipt 
and mil immediately leport your kind payment to our 
chents 

4jiticipBtmg 3 ^our action by return mail, we 
•are, 

Tours very truly * 
Follow-Up No. 2. 


'Dear Sir 

You guaid your good name m all other ways — 
why not protect your reputation by "keeping your 
pronme^ Suiely vou don't want every one to know 
'^ou would deliberately go back on a personal pledge 
like this’ You really can't afford tt 
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But OUT xeputatloa as coNecfof 8 is also at stake 
if we do not collect So we must take quick and aggies* 
sive action against you unless you will attend to tlus 
small matter n^t away 

Dont let the thing lag any longer Get nd 
of it Pay ti immediately. Get o£E your lemittance in 
the very next mail We will piomptly send you full 
recmpt And everybody will be happy 

Yours verj tnilj/ 
Follow-Up No 3. 


‘Dear Sir 

This lb to notify \ou that suit mil be brought 
on tbs account withm ten days from above date, unless 
we receive your cheque or at least a poition of it before 
that tune 

Thi& 18 our ^nal u'ord to you We send it 
because, frankly we dislike the trouble of a law suit 
lust as much as you do However, if you fail to pay 
by return mail, we are though writing to you, our 
attorney will receive your account, witii mshuctions 
to sue at oiioe 

If you think our patience, our repeated letters, 
all mean we won't sue you and are merely ''bluffing**, 
a real surprise is m store for you 

Tbs notice is absolutely j^uaZ It is simply 
up to you 

BespectfuUy yours,' 

The following group comprises eight letters which 
may be used bv collection agency from the time the account 
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is placed \nth them untd tiie transfer of claim to an 
attorney for prosecution The tone of ihe letters is perem- 
toiy and the debtor is reminded repeatedly that failure to 
remit at once will cause suit 

'Dear Sir 

Mr , of has an 

unpaid account against you of Bs We have 

guaranteed to collect or prosecute this claim Avoid 
all unpleasantness by forwardmg us cheque or postal 
order, on receipt of which we will letum bill dulv 
receipted 

No additional costs will be added to this 

m 

account if payment is made direct to this office by 
return mail Take advantage of the 

Yours truly,’ 


Follow-Up No. 1. 


'Dear Sir 

Becently we advised you that Mr 
.of . , had placed in our 

hands for collection an account against you amounting 
to 

We have had no response from you If there 
is any reason why this account should not be paid now, 
Idndly advise us Otherwise we will expect a remit- 
tance by return mail 

Hoping to hear from you promptly we remam. 

Yours truly,’ 
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Follow-Up No. 2. 


‘Dear Sir* 

You have not settled the above claim Your 
immediate attention is requested Neglect to paj an 
honest debt not only leads to trouble, loss of time and 
money but also loss of reputataon for fair dealing 

If you do not act immediacy we must 
procure a judgm^t and collect by execution Don't 
think you need pay no attention to the matter We 
can require you to appear in obedience to a subpcena, 
and secure your attendance at the tnal to testify as a 
witness 

• The law makes it cost more to beat a creditor 
out of an honest claim than to pay Make arrange- 
mente to ‘pay at once Let us hear from you by return 
mail. 


Yours truly,’ 


Follow-Up Ho. 3. 


‘Dear Sir. 

We have given you every opportunily to adjust 
the above claim without trouble or expense 

You ore hraeby notified that unless satisfactory 
arrangements for settlement are made with us within 
ten days we shall brmg ^ecution action without 
further notice The account is to-day being marked on 
our "Execution Calendar". 


Yours truly,’ 
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Follow-Up No. 9. 


“Dear bir- 

We should legret to bring execution action 
against you, in view of what that would mean to you 
Before proceedmg, we give you this finnl opportunity 
We can allow you to settle m partial payments, 
but must protect the rights of our clients Our usual 
course would be to secure a judgment This would add 
heavy cost and mterest 

We enclose a note for the amount, with no 
costs added It provides for a payment of 
on . and . each month 

Betum it to us, properly signed, and all action will be 
stopped 

Yours truly,’ 


Follow-Up No. S. 


'Dear Sir 

When our client extended credit to you it 
was thought you would keep your word We, too, 
u ere of the same opinion You deceived us both You 
are surely not dead of eveiy sense of upn^tness 

Unless this letter brings a reply, irastiG 
measures will be used at once If that happens, you 
must blame yourself We extended an opportunity 
which you ignored 

Either remit by return mail or sign and return 
the enclosed note 


Yours truly,’ 
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FoUoii-Up No. 6. 


‘Dear Sir 

Wo to-day mSliructed our attorney to biing 
execution action There will nov be costs to 

be paid 

Unless you make arrangements for settle- 
ment before bemg served with summons and write of 
attacdunent, there will He further costs 

You ran avoid this by acting to-day 

Yours truly,’ 


Fidlon-Up No. 7. 


‘Dear Sir 

The National Collection Corporation has placed 
m my hands for suit an account against you in favour 
of 

You have an opportunity to adjust this matter 
without payment of cost of a suit Save yourself that 
annoyance Commumcate with mo without delay. 
This IS the last notice 

Failing to hear from you promptly, the 
account will be sent to my legal representativs m your 
vicmity, with instructions to file suit immediately 

In answenng, please mention Claim Number 


Yours truly,’ 
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MBRCANTILE and MAIL ORDER 
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MODEL LETTERS. 



MODEL LETTERS. 

In the following pages we give a wide ooUec* 
tion of letteis finm Tavious sonioes— actual 
ofBce files, authorltive books of Letter ISritOx', 
files of Master IStiters, eto. These may senre 
as models to the beginners. Some of tha 
following letters nmy not have exactly followed 
the system enunciated by the author of this 
book, yet they have been included as showing, 
letters which' have produced results. 



MODI^L liLTTCnS 


201 


OFFERING A COUNTRY PRODUCE FOR SALE. 

The following letter gives in simple details 
necessary terms for offering for sale a country 
prcdaoe— Cassia Fistula Fruits in this instance. 

Dear Sir 

We fomard you by to day’s mail samples of our Cassia 
Fisliula Fruits in which, we undeistand, you are mterested 
These we can consign to you m large quantities if you 
agree to sell them to the highest bidder at youi end We 
shall gladly pay a commission of five pei cent on the sale 
value of the stocks and bear all expenses ourselves 

We guarantee that the quality of oui goods would be 
exactly similar to, if not bettei than, the sample forwaided 
by this mail Li view of this guarantee we require your 
financial assistance in the shape of advances against our 
consignments, and we agree to pay you six per cent mteiest 
on the amount of your advances from the date of advance 
to the date of realization of the sales together with all 
incidental out of pocket charges 

If you agree to these principles and to this mode of 
busmess, we assure you that the amount and extent of om 
busmess will be nothing less than £5000 pounds steihng^ 
- per annum We would lequire you to open a confirmed 
Banker’s Letter of 'Credit for a nominal amount, say, of 
£250 pounds sterlmg, at the beginning, which could be 
extended and augmented if our goods are foimd satisfactory 
and easily saleable 

Please let us know the pnee at which we are to invoice 
these fruits GIF vour Port, and we agree to invoice^ 
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our goods stnctly on the basis of these pnoes We would 
be glad to draw 75 (serenty-five) per cent of such invoice 
value of oui goods, but if you object we will be satisfied 
even by drawing sixty per cent of such invoice value of 
the goods 

We trust our sample will appeal to you and you will 
agree to our mode of business Should this be so, we 
request you to immediately open a ciedit for the above- 
mentioned amount to enable us to commence business at 
once, as we have already huge stocks lymg with us 

Expectmg that our mtroduction will lead to perma- 
nent busmess connection and assunng you of om best 
to-operation, 

We remain, 

Tours faithfully, 

OFFERING RAW GOODS WITH TERMS. 

The foDowlng letter ^ves sufficient detail as 
to term and condition for consignment of raw 
goods for sfde in foreign market. 

Dear Sir 

Befeinng to your advertisement in the Indian Trade 
Journal of Calcutta, we have much pleasure to mfnrm you 
that we deal very largely m some of your busmess lines, not 
only as shippers but as actual collectors and stockists, and 
are m a position to send large consignments m a profitable 
market according to opportumties Being mtunatdy con- 
nected with the sources of supply and ongm we get these 
articles often very cheap and can thus undersell others 
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But for a large permanent busmess suggest to you 
A general method You will please report to us regularly the 
prices for youi commodities ruling m your market We 
would be examming them and as soon as smtable oppor- 
tumties oSer would be cablmg to you firm offers In the 
meanwhile, xf we have any odd stock lots we would be 
sendmg them on a consignment basis, but diawing 80 
(eighty) per cent of the value according to the pnces ruling 
m your market 

There is one particular thing, viz Cassia seeds which 
we can regularly ship to you on consignment to be sold 
there locally to the hipest bidders in addition to permancniv 
contracts To do this you are to open a standing Letter of 
Credit in om favour for 80 (eighty) per cent of the mvoice 
value of the goods based on your market reports We 
shall draw at 90 d/s D A or D F as your Lettei of 
Credit stipulates and guarantees This finances us to a 
certam extent xmtil the goods are sold, whereas you practi- 
cally get the opportumty of earning ^our commission of 5 
(five) pel cent , whicjh we agree to give you on the sale pnce 
without youi undertaking any nsk whatsoever 

We can forwaid to you consignments also at tunes of 
Black and White Pepper, Gingei, Mace, Numegs, Cai- 
damon, Cmnamon, Dried fruits, etc But for such large 
Imcs as Bice, Dessicated Cocoanut, Ground Nuts, etc , you 
have always to make your own purchases If this proce- 
dure suits vou we would request you to commence sending 
market reports to us regularly and open a confirmed 
Banker’s Credit for, say, £1,000 

Terms — As between prmcipil to prmcipal each side 
bearing its own telegraphic expenses 
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TbiiEORAus — OfFeis ^nll lemain in foice up to a we^ 
of the despatch of the Telegram duzing which tune each 
party will remam bound down , but after that it will become 
optional Telegraphic offers stipulstmg time of leply not 
included m this category 

Insurance — In case of direct purchases, GIF offers 
will mean manne msurance and war nsk included at 10 
(ten) per cent above the mvoice value Sweat and nsk of 
pilferage not included and extia, and will be covered at 
special request onlj Consigmnents are outside this lule 
and will be msured at consignee s nsk and option Con- 
signment goods will have policies payable in Calcutta and 
contracts will have policies payable at destination 

Accounts — Accounts will be adjusted every six 
months, i a , on tiie SOtii June and 31st December But 
if anytune any side is overdue more than £100 sterling the 
default^ party shall have to remit the same on request 
immediatdy 

Actual sale reports m case of consignments will have 
to be furmshed without any difference to real facts and your 
books shall be open to inspection and examination Con- 
bignments ire to be sold to the highest bidders without 
any delay whatsoever and at the earhest opportumty 
Unless any fixed limits are given or stipulation made sales 
are not to be delayed, and m case of mtentional and negli- 
gent failures the storing charges will be for your account 
Invoices ordinarily sent with documents m case of consign- 
ments wiQ not denote hunts unless separately confirmed, 
and goods may be sold for your account, at above or below 
these rates 

Arbitration — ^Arbitration will be effected in 
with each side nominating its lepresmtative with an 
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umpire in case of non-agreement Lloyd’s Survey Beports 
Accepted 

Weight — ^In case of consignments delivered Treight 
if the buyeis so msist In all other cases shipment weights 
Invoice \freights will be final, if accompamed with License 
Measurer’s weighment certificates m case of contracts 
Tiustmg that these terms will appeal to you and au cit- 
ing your confirmation, ^ 

We remam, 

Yours very truly, 


MANUFACTURER APPROACHING WHOLESALE 
BUYERS. 

The manufacturer in the following letter des- 
cribes himself how progressive he is and how 
connection with him will be profitable. 

Lear Sirs 

Owing vour esteemed address to a busmess-friend of 
mine, I take the hberty of sendmg you enclosed a pnce list 
with the confident hope that you also have demand lor my 
articles 

My connections are with only eBicient houses, whose 
agency I have accepted, and my own manufactures enable 
me to quote you the lowest pnces in the most up-to-date 
jarticles as well as in all kmds of the toy hne, household 
and agncultural articles, tools and optical goods and also 
leather wares 
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1 should be pleased to heai ttidt you will use the oppor- 
iunity to get into business relations with me as you buy 
at really favouiable terms if you place your order with me 
in the above articles 

As I have always novelties coming m, you also will be 
in a position to ofiei contmuously the latest which will 
enable you to always serve your customeis with the latest 
stnking novelties 

After placmg a trial order, which please renut by cash 
m advance, 1 am convinced that I may count upon you 
as lastmg customer, and remain. 

Yours faithfully. 


MANUFACTURER SEEKING REPRESENTATION]'. 

In the following letter the writer who is a 
mannfaetnrer of an interesting article seeks a 
representative in foreign country and guages 
his capacity. In dbing this he gives an attrao- 
tive description of his manufacture and pro- 
position. 

Dear Sir 

We have noted with pleasuie that you are in the 
maibet for selling specialities which you can deal 
eiaslusively, to your profit without competition We gladly 
enclose herewith circulars descnbmg our specialities and 
we hope our selling proposition will concern you 

As we have no representative in your country, we are 
glad to offer you an attractive proposition on our Ime. 
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Before giving you the exclusive sale, we ^ant jou to go 
ovei the circulars very carefully and determine what } ou can 
do \Mth our product m your countr}* Just as soon as jou 
courmce us that you will gl^e us the lepiesentation that 
we feel entitled to, we will be very glad to give you an 
exclusive agency We could not very well give the 
exclusive sale without some guarantee of volume of sales, 
and this, we do not think, you will be justified in giving us 
until jou have had an opportunity to see what you can 
do with oui goods 

The Positive Portable Tpe Yulcanizei now sellb for 
S5 00 The dealers pnce is 38 50, jobbers pnce 32 50 
We will quote you the extremely low pnce of 81 65, P 0 B 
Kew York City, terms 3 per cent discount for Cash-With- 
Older, or wiU make shipment si^t-draft attached to Bdl 
of Lading, payable at sea-port New Toik 

On the Positive Eim-mover the list pnce is 38 50^ 
dealeis pnce 32 50, jobbers pnce 82 00, and will make you 
n pnce of 81 80, F 0 B New York Citv Terms same as 
on the Yulcanizer 

The circulais enclosed heiewith hst the pre-war pnces 
These have been advanced owing to the increased cost of 
mnteiials and labour During the War, we were compelled 
to confine our manufacturing activities to the Government,, 
so we did not get out new circulars or sales hteratme 

Our Yulcamzers have been extensively used in Emope, 
as well as m our country Every motor vehicle used on 
the fighting front by the American Forces oontamed the 
Positive Portable Steam Tyie Yulcamsei, and both our 
Yulcanizeis and Bun-movers have enjoyed an extensive sale 
In the United States and Canada foi the last six yeais They 
have been extensively advertised and there are a good many 
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hundred thousand m use, eveiy one giwig good results 
We know that you will also derive good results from these 
world-wm selling specialities in your country 

If you desire to take a hold of our hne, we would like 
to have you place an order for a quantity of these so that 
you can begin active work In the meantime, we would 
like to have you establish your credit for future convemence 
We assure you of our co-operation m makmg youi 
account a profitable one for all concerned 

Yours very truly, 


WHOLESALER APPROACHING THE 
MANUFACTURER. 

The wholesale buyer Is appealing to the 
manufaotnier in the following for exolnsiTO 
representation and desoribes his capaoity. 

Dear Sib 

Your advertisement in the attracted our attention 

and we are convinced that such an article as you descnbe in 
your notice ivill find a large market here if properly pushed 
May we, therefore, enquire whether you are prepared to con- 
sider representalaon m the country 

We shall be glad to receive your complete catalogue 
and price list and know best terms you can offer 

Regardmg ourselves we may state for your information 
that being m the Ime for over a decade and having agency 
orgamsation all ov^ the country, through whom we push 
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our other Imes, we shall be able to put your product to 
most of the proper parties in this country 

We await your pioposition in your next 'vvith much 
interest 

Tours faithfully, 


FORWARDING AGENT APPROACHING IMPORTER. 

The fomarding agent in the following is 
offering his senrioe to the importer whose 
trouble he describes and suggests remedies. 

Gentlemen 

Just a few da^s ago I was talking with a European 
importei whose troubles may be the same as your own 
He said, "I don't know what to do about gettmg goods 
fiom the Umted States’* 

Of course he knew that there were any number of large 
commission houses here, but he did not want to be one of 
several hundred customers He wanted more personal 
attention, such as he would get if he had a personal 
representative heie, but he did not want to go to the ex- 
pense of a representative for his exclusive use 

Neither did he want to attempt doing business direct 
with our manufacturers, because he did not know just 
which ones were in position to seQ him what he wanted, 
especially at this time when so many manufaotureis are 
fully occupied with Government contracts, causing him tc 
lose so much tame in preliminary negotiations 
14 
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Have these been yonr troubles also? Wouldn’t you be 
glad to take advantage of a sernce that is different In that 
it 13 peisoml and gives you piefened attention? 

Beahzmg all you have had to contend with in unpoiting 
goods under present conditions we offer you the opportunity 
to become one of a strictly limited numUei of clients, if you 
aie willing to pay 3 per cent as a buying commission 
instead of the usual charge of 2) per cent 

This higher charge enables us to serve a few clients 
instead of a large number We 'Boast of no large ' 'organiz- 
ation” having a department for this and a department for 
that Nor do we boast that we aie specializmg in just 
the product you want to import 

In serving a fete chents we can handle their purchases 
so much more satisfactorily as to make it more worth while 
to you as well as to us 

Why not give this service a trial on your next order 
— or on whatever you are m need of now? 

"Very truly yours, 


BUYING AGENT DESCRIBING HIS GAFAGITY. 

In the following the bu^g agent answers 
advertisement and desoribes the excellent 
service he can offer. 

Dear Sms* 

From your advertisement in the "Ubersee Post" I see 
that you are interested in the purchase of all land of 
‘mae'hineTy 
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I would be m the position to submit you a suitable 
ofier £or the desired articles but fear that such a general 
oBer would not be of the wanted semce to you Should 
you be mchned, therefore, to enter mto busmess relatioiis 
with me, I would request you, so as to avoid unnecessary 
loss of time, to send me with your enquiiies oi orders exact 
details of }our requirement, stating the c i f prices ruhng 
in your city Should the German pnces leave a margm, 
I should then buy for you and m this way you would be 
a;ure of getting goods which are not m any case too dear 
for your market 

My excellent knowledge of the German industry, 
coupled with the fact that I am m touch with the most 
vanouB works, enables me to detenume the make most 
adapted for every need and to dehver on most favourable 
terms and withm the shortest possible time Extensive is 
my acquamtance with the methods of production, the 
various styles of machmes, tools, matenals, workmanship, 
etc , such as are indispensable for the rehable discharge of 
your enquines or orders 

As regards payment, it would be necessary that you 
deposit m irrevocable credit in my name with a Hamburg 
bank, from which payments would be made on presentation 
of the sUppmg documents Of course, I would hsten to 
any fair proposal which you would submit me 

I should be glad if you would consider my proposition, 
and awaiting the pleasure of an early reply, 

rheg to remain, Dear Sirs, 
Yours faithfully, 
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FOBEIGN AGENT OFFERING SPECIAL ADYANTAGE. 

In the f oUoving the fotdgn agent offers to 
combine small dilpments into one thus to save 
e^ense. 

Gentcehee. 

We beg to offer you our services for any shipment you 
may have from Gie United States Kindly favour us vnth 
your mquines in regard to freight rates, and if you have at 
present some shipments to be executed, please give order 
to your factones to get m touch with us so that we may give 
them our instrucfdon and execute the shipments in the 
quickest and cheapest way 

Should you have some small shipments going forward, 
we can combme them with the regular shipments we 
have to your country so that you would have to pay the 
minimum per bill of lading Or, should you have shipments 
from different factories, we can get in touch with them m 
order to hurry the shipments and to forward them all 
together on Ihe same bill of lading, thus decreasing the 
shippmg expenses 

We also hold ourselves at your disposal for f iunishing 
you, flee of charge, with catalogues and prices for any kind 
of goods you may be interested in, or wi& any informarion 
you may need 

M iax Bs your paymmifs to the factories or export 
houses, or any other business transactionB are concerned, 
you may kindly use our Banidng Department 
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We assure you that a first tnal order w3l convince you 
of the high-class service and organization we can offer you, 
and hrpmg to receive a favourable reply, 

We remain, Gentlemen, 
Tours very truly, 


SEEKING REFEBENGE. 

The mercantile agent sends oironlar to the 
trader seeking information regarding financial 
condition. 

Gentlemen 

In order that we may be m a position to reply fully 
and accurately to any mguines regarding you, we suggest 
that you furmsh us with a statement of your financial condi- 
tion , to facilitate this, we are enclosmg herewitibi one of our 
regular forms Such data as you may be disposed to give 
us wc will place on our records and any reference you may 
name we shall be pleased to consult and reflect in our 
report their impressions 

Thanking you for a reply at your earliest convenience, 
we are, 


Very truly yours. 
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PRODUCE MERCHAHT REFL7IRG TO ERQUIRT. 

A produce merohant replies to enqidiy 
relardlnl market cos^Uon and offerin| 
esoln^ve bosiness. 

GsEiiEMEsr: 

We ai^owledge recdpir of your commiinlcation. of lihe 
19tb ult , ttMcIi will piore of unusual inteirest to us piovid- 
ing you agree to confine yo\it8elve8 esduHvely to us in the 
United States and satis&ctory arrangements can be made 
between us 

We are pleased to learn of your ability to quote us 
advantageoudy on Black and White Pepper, Mace, Nutmeg, 
Cardamom, Chmamon, Dried Ermts, etc., but before we can 
entertain any offers, we will have to secure representatire 
samples of all products and satisfactory locd banldng and 
trade information legaidmg your responsibility, lAich 
kindly submit without delay, otherwise it is usdess to 
contmue negotiations 

We do not behere it will be practical for us to report 
to you regulaily the market conditions here, but suggest 
that, in dew of your being dtuated in the primary market, 
you cable us frequently firm offers or indications, 
which will give us the opportunity of dsing up the situation 
more intelligently 

We will not, undei any condderatian, establish letter 
of credit in your favour until we are satisfied as to your 
standing, or finance you or your shipments to the extent 
of 80 per cent of mvoice value, simply in condderation of 
5 per cent commisdon, but must indst upon seeming full 
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Rdvantage of any advance in price secured above your 
invoice, less actual cartage, storage or incidental charges, 
if any, pertaining to handling the znerdiandise 

We find your proposal for each party to bear the 
expense of their own cables satisfactory, as well as ofiers, 
which are to remain firm for one weds from date of despatch 
(Sundays and holidays excepted), unless stipulated to the 
contrary 

We prefer all shipments, mcluding consignments, to 
be made vid fast direct steamers and to be covered by all 
ririis of insurance at your end, as we do not see why we- 
should assume this responsibility when we make advances 
against these, and when we do, policies must be payable to 
us m New York 

We will have to msist upon all accounts to be settled 
and payable monthly, exceptmg in cases of conrignments, 
wlien they are to be settled when disposed of 

We do not bdieve, m view of what we have stated 
above regardmg consignments, that it will be necessary for 
us to disclose our records but m all cases, we will make 
every efiorb to dispose of them piomptly at the best 
possible price, although we will be guided by your instruct 
tion in this respect 

We find the usual procedure for arbitration is for each 
paity mvolved to select an arbitrator, but m the event of 
these two not agreemg, they m turn sdect an umpire, 
whose decision is final and bindmg, but Chis apphes to all 
disputes and* has no refeicnce ito non-payment of any 
possible claims, which are payable promptly by you, whAi 
passed upon bv the arbitrators, or will we accept Lloyd’s 
Seports as final 
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We Will be compelled to sell on delivered net weights 
in all cases of consignments but on dnect importatiousr 
net shipppmg weights to prevail, providing cer^ed 
Weigher's Certificate accompames all documents 

We suggest that you advise us promptly whether lU 
is youi mtention to quote us m 8teiling or XJmted States 
Currency, and whether we aie to use the cable address 
and codes mentioned on your letter-head, m the exchange 
of cables between us 

We have as yet faded to leceive any assurance from 
yon re gardin g quahty of merchandise, packing, maiking, 
which kmdly ^ve your attention 

Yours very truly. 


PRODUCE MERCHANT CRITICISING MARKET, 

The following describes diffionlties of 
development, and tells which articles are in 
lines and suggests other business. 

Dear Sits 

Youi letter of May 4th uas duly leceived about two 
weeks ago and had received our most careful consideration. 

We thank you very much foi your kind offer to send 
us goods on consignment, but we are aware of a gieat deal 
of difficulties on the way of development of bu^ess rela- 
tions of such a nature, owing to the long distance sepaiat- 
ing our markets 
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Besides, all products that you propose to send us on 
consignment t e , papper, ptnper, cardamom and cmnamo» 
aie not in our hues, are needed but in appiOEunately small 
quantities and supplied in abundance from Hambuig 

Cassta seeds have almost no market here, havmg been 
superseded m the course of last years by other remedies 
of same effect 


It IB almost impossible to sell anything here, if terms 
of payment are not the most coniement for buyers As a 
matter of fact, foodstuffs are sold latdy only on document 
drafts payable through local Banks at sight or oven a certain 
time after 


Takmg m account all above stated, we do not venturo 
to accept goods on consignment at present, but shall be 
open to reconsider this question in the future, when condi- 
tions improve here, as wdl as our relafions with Indian 
Market are better ejstabhshed and espeiience as to its 
pecuhanties gamed 


If you are willing to sell on terms of payment prevail- 
ing here, i e , against payment of bills of exchange drawn 
upon us at sight, we shall endeavour to pass you orders, 
on receipt of samples and your prices cif Hdsmgfors 
or any other Eumish port 


Bice, raw sugar and good tea may be sold heie if pricea 
wae not too hi^ We could find market also for coco- 
pa m fibre, suitable for manufacturing mats 

We could offer for export, if you were interested in 
this mfacle from 1000 to 6000 cases (7200 boxes in caseV 
2 ^ quality (not mfenor to Swedish) matches, made in. 
Binland--Eng Sh 130/- per ease c i f Hamburg 
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UTiftniring you for youT kmd ofier to co-operate 'wiih 
US| and believing that in spte of some difficultiea good 
results may ensue in the course of time, 

We beg to remain, Dear Sus, 
Yoius faithfully, 


PBODUGE MEBGHANTS SUGGESTING TEBMS. 

The prodBoe merohant in Gie folloning 
expresses villingness to enter Into buMness 
relations and quote his terms. 

Gfflitlemen: 

With further reference to the commumcation of our 
Executive Secretary of June fith, we wish to state that we 
would be very mudi pleased to estabhsh business relations 
wath your esteemed house 

In order to successfully operate the importation of 
foods suggested by you, it would be necessary fist to 
estabhsh a quality of your goods in this market To ibis 
end, you would have to furnish us with a full set of samples, 
sufficiently large to make an analyiaoal test of such 

As to the actual method of opeiation and effecting 
payment, we are sorry to state that the outhne piesenied 
by you does not meet with our approval, because it is 
contrary to the established policy of this country 

We would further like to pomt out to you, that we are 
duect importers, hence, principals in each transaction 
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The method applied by us in other lines o£ similar 
nature is as follows the foreign merchant or producer 
oSers us direct the goods at the price that he may wish 
to sell them to us, and if the price and other details meet 
with our requirements, we confirm and instruct to ship 
In each case you are to inform us as to whether the goods 
Are exactly as the samples submitted to us, together with 
information as to the form of packmg, and other details 
that will enable us to handle the matter intelligently. 

It would be very much simpler, if you would quote 
C I F New York Should you, however, be unable to do 
so, you may quote us F A 8 steamer of your port, and 
inform us the specific detail^ as to the net and gross 
weight, and other particulars that would facihtate us in 
figuring the cost price C I F New York 

Method of Favment — On imports of other staple 
goods, we usually open bankers confirmed credits to 
cover 40 per cent of the value of the shipment, payable 
to shipper at port of shipment against documents, which 
•documents ore in turn surrendered to us at port of destina- 
tion against our trade acceptances up to 90 days. You 
are also to instruct the bankers to permit inspection of the 
goods before effecting payment 

CoMinssiONS — This question is eliminated, as a 
result of the fourth paragraph of this letter. 

Export — Taldng tins occasion, we wish to inform 
you, that we are Exclusive Sbllixg Agexts of a 
number of manufacturers of goods described in the enclosed 
list Thus, we are m a position to render ]ust as good 
service as any other organization and in some cases even 
more attractive 
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For your mformatioii, m oidei to assure absolute 
success of this undertakuig, whether in export or im- 
poit, or both, you would ha\e to agree to do busmess with 
this country through no other house 

Should the outline as biou^t forward above meet 
with youi approval, we would appreciate it, if you would 
draw up an agreement in duphcate along the Imes men- 
tioned, sign both copies, and mail them to us for approval 
and counter-signature One copy with our signature will 
be retmned to you upon ratification 

]h clo^g this communication, we wish to assure you 
that we are well m a position to develop a profitable 
business, provided we can get the co-operation of the other 
party, and we leave it to you to give careful and prompt 
consideration to the matter 

Anxiously awaitmg your further good news, we are. 

Yours very truly, 


PLEADING NO CATALOGUE. 

This letter while pleads no oatalo|ue des- 
cribes the mannfaGtaras and seeks command 
of the customer. 

Gentlemen 

In prompt answer to your valued inquiry just recdved, 
we regret exceedingly that" we have been left without a 
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copy of our catalogue, and it vnll be some time before tlie 

new ones come irom the printers 

We are the pioneers and have since 1881 been the 
leading mannfactuiers of machinery for Macaroni, 761^11- 
celh and similar Alimentary Pastes m the Umted States 
and have many difEerent sizes and types of presses, both 
screw and hydraulic, from the smallest to the largest in use 
to-day with correspondmg Imeaders, mixers and other 
accessories 

If you will give us some idea as to the production 
you lequire, or the capital you intend to invest, we will 
be pleased to send you photograph and descnption of the 
machme adapted to your purpose together with quotations 
Awaiting your further commands, we lemam, 

Tours very truly, 


STATIONER SUPPLY SAMPLES. 

This letter with acocmpaiq^ stationer; 
samples describes the ariioles and offers valu- 
able assistance In marketing the merchandise. 

GentlGmen 

To-day we are permitted the parlacular privilege of 
sending to you, without charge, a full sample set each of 
the Large Blotters, Maihng Cards, Calendar Cards, and 
Calendar-Fads, as listed in the enclosed pnce list No 2 
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efiective May Ist, 1920, which were requested of us m 
your valued letter of May 6th, 1920. 

By referrmg to this hst, jou will quietly become 
acquainted with our prices, our terms and conditions; also 
presented therdn is a brief outline of the many excellences 
oi our export merchandise, to which we would call your 
special attention 

We enclose here\ftith a circular which presents a new 
senes of calendar pictures in vanous sizes; and we also 
have in preparation an attractive senes of calendar-backs 
in vanous sizes, for use with these petures 

We also enclose herewith a presentation of our desire 
to establish an exclu^ve merchant distnSutor m your tern' 
tory on an outright sale arrangement, as we do not wish 
to entertdn any commission or consignment propositions 
You are privileged to sell our merchandise at such prices 
as you maj deem most advisable over and above 
the absolutely 7?et prices we quote you herem 

We are prepared to ofEer such concerns as may decide 
to represent us, valuable assistance in the marketing of 
tins merchandise in their territories, the benefits of our 
40 years of manufacturing and merchandiring expenence, 
and every other facility possible to promote a business 
association that will prove most harmonious, profitable and 
satisfactory to our representatives and to ourselves— for 
what benefits one must benefit both. 

We trust that our presentation of this whole proportion 
may so strongly appeal to you that a selling connection will 
be seriously conridered, and that you will communicate with 
us further with such an end in view, as we have not, as yet, 
appointed a representative in your territory, and as we 
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beheve that your concern is especially wdl equipped to 
promote the rntroduction and sale of our merchandise theror 
providing all the oonditions connected mth the conclusion, 
of a contract may be agreed up to the satisfaction of ua 
both 


In tUs connection, kmdly advise about hovr much of 
this meichandise you would purchase at the time of the 
signing of a contract, also, how much annual business you 
could assure us thereafter 

Also, we would be pleased to learn if you have travel- 
lers covering your whole temtory at frequent mtervals 

In explanation of our teims we would advise that, aa 
our merchandise does not run mto large amounts of money, 
we feel that you wiU be wiling to pay therefore in New* 
Yoih, providmg you have an established connection there; 
and we quote m Amencan currency, as it would be im- 
possible for us otherwise to make any stable prices, owing* 
to the fluctuating rates of exchange now prevailing , also 
we quote fob steamer New York, as you must realize 
with US that ocean freight rates are unsettled, and we 
could not do ourselves or yourselves justice to quote pricea 
covering delivery at destination 

However, we guarantee to secure for you the lowest 

wean freight rates possible at the time merchandise leavea 
this country 


Bes^cMy lefemng you to the National City Bank 
Ld Prf ^ > as to our reliability and ability, 

UnL the 

United States, which will be appreciated, 


Faithfully yours, 
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OFFERS NEEr LINES. 

Iflhile apologizing for delay ibis letter men- 
tions the writer’s ^eolalitles in other matters 
are sought for. 

Oeetdemeh . 

May we ask jou io kindly pardon our apparent delay 
m replying to youi letter of August 271ih, relative to 
Machinery? 

We have been considering ihe exporting of machinery 
of all kmd, but have decided that Ihis is a class of 
meichandise which should stnctl} be handled by the expoit 
departments of machmery manufactuiers or expoitong 
houses speeiahzing stncldy in machinery 

Wc aie specialists in the purchase of food products, 
clothing, boots and shoes, and various merchandise, and 
do not feel that we could, at the moment, gjve you the 
pioper service m purchasing machinery for your account, 
and would suggest that you apply directly to the manufac- 
tuiers or to machinery exporters 

We thank you very much for your enquiry, and if, at 
any time, we may he of service to you m procurmg mer- 
chandi'^e of any other nature, we believe you will find our 
services satisfactory 


Very teuly yours. 
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DESCRIBING NEW SPECIALITIES. 

This letter declares Cie qpeoialitles the 
writer can supply and desoiibes the jood points. 

Gbntleueh. 

We beg to acknowledge receipt of your favour under 
date of Aug 20th, and in reply theieto beg to state that 
the only commodii^ which we name and which you state 
Giere is a demand for in the Indian market, and which 
,we can successfully ofier competitive pnces on, is the oil 
pressmg madbnery, whidi we specialize m 

In order to quote prices on this equipment, it is neces- 
sary for us to know the kmd of seed or bean to be espressed, 
ihe capacity of seed or bean per ^ven period of time, 
such as one, ten, twdve or twenty-four hours whether 
buyers want us to funush steam engme and boiler for 
operating the plant, or should electric current He available, 
we must know the charaotenstics, namely the current, 
voltage, phase and cycle 

Due to the fact we have recently recdved a number 
of inquiries from India for hand-operated Hydraulic presses, 
we behevo there is considerable business to be developed 
in that Ime, and are therefore endoemg our Circular 100 
which fuUy descnbes two sizes of hand-operated basket 
presses 

^ We will allow a discount of 80 per cent from list price 
■for cash RA.S New York, properly Boxed for export 
shipment 

We will quote C I Y pnoe on any of the eqmpment 
'we specialize m, but of oouise must know ]uBt what is 
wanted, to enable us to do tUs 


15 
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Begardiug tenns of payment, the terms oullmed id 
jour final paragraph would be satisfactory to us, pro'vided 
ne arc fumi^ed with bank guarantee that payment will 
be made as per terms outlmed, and such guarantee is accept- 
able to our bank 

For your information we wish to state we specialize 
in pumpmg machmery, oil mill equipment, filter presses, 
water turbines, feed-water heaters, etc 

We also enclose a circular descnptiTe of our Ami 
Teideht, which is a useful little tool wherever general 
utility work is done We will allow you a discount of 16 
pci cent from bst pnce FAS New York, boxed for export 

Awaiting your further ad'nces with interest, we are. 

Very truly yours. 


CONSIGNMENT OF GOODS. 

This letter expresses favonrable impression 
of s commcn friend’s recommendation and 
willingness to enter into bnsiness upon con- 
signment basis. 

Gentlemen: 

We are in possession of your favour of the 8rd January, 
and also received a communicaMon from our mutual 
friends, Messrs . . . , of your Ciiy, by the same mail. 

We are favourably impressed by our friends' imfomis- 
fion concerning your firm, and are ready to enter into the 
business which you propose, as we have long been convinced 
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that a good tiade is to be done upon a consigmnent basis, 
provided a thorou^y rehable firm could be foimd Tnllmg to 
take up and push sudi a trade. 

Our difficulty has been to find a firm which we 
consider smtable We have had many offers, but there 
always seemed to be too great a nsk involved, smce we 
could not be assured that the consignments we might send 
would find a market and there appealed every probability 
that, after remaimng m South America for some months, 
our goods would either be sold off at considerable loss or 
returned as unsaleable 

But our friends to whom we wrote specially upon the 
subject inform us that you have a good connection in the 
Hollow-Ware trade, and that you already import largely 
from this country, and acting entirely upon their advice 
we are sending you a consignment as a tual 

The goods will be shipped per 6 s La Plata, sailmg 
on the 13fh inst We enclose herewith Consignment Note, 
and Bill of Lading will follow by next mail 

We also send you with the consignment a number of 
our catalogues, and in our next letter will include full 
particulars as to discounts and terms both to importers 
and the retail trade 

If it will be any advantage to have the catalogues 
printed in Spanish we shall be wiDu^ to have same done. 

We think youi pioposab with regard to Account Sales, 
viz , to render same monthly, quite saldsfactory, and we 
will draw at three months for the amount of such sales, 
which will be rendered with your commission deducted 
We are willing to allow you the extra per cent for 
id credere, as we, of course, could not nsk anv losses 
through bad debts 
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We Will inBiire all goods, and pay freight, and our 
prices will be quoted free Buenos Aires. 

We will write more fully on the various points when 
sending you the prices, etc 

In regard to our productions, we would say iSiat you 
can rely upon it that what our friends have claimed for us 
is perfectly warranted. We do a very large trade with 
other Sout^ American States, and our factory is one of tiiS 
most important in this country In our own peculiar lines 
we take the lead, and a companson of our goods with those 
of our competitors in your market will convince you of this. 

Anything m reason that we can do to assist jrou to 
create a demand for our product in your market diall be 
done, and trusting the present consignment wiU reach you 
safely, and lead to a mutually profitable coimection 
between us, 


We remain, Gentlemen, 

Tours very truly. 


OPENING SUGAR BUSINESS. 

Effecting direct sugar buiEdness Is intended 
In the following letter which proposes and gives 
fun terms. 

Dear Sms: 

Tour name has been handed ovra to us by the Neder- 
landshe Trading Society, our bankers, and as we are desirous 
of opening out direct connections in the sugar business, 
we take the liberty to approach you 
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So long we had linuted our actavitieB in the sugar trade 
in the country only, and had been dealing lorgdy in sugajc 
through the pnndpal sugar uuporting houses who had 
already long connections with your country But hrom now 
in the hope of extending our business we intend imporbng 
directly also 

As to our references, we quote you io the Nederland^e 
Trading Society, which is the best bank for doing Java 
sugar business end who are oui bankers also, and we haye 
already asked them here to report their Java houses ao- 
cordmgly, and that you will get satisfactory and rdiable in- 
formation about ourselyes We have taken recourse to tbig 
procedure to expedite bumess as the season for Java Sugar 
has akeady approached 

Terms and Conditions — We would like it to be as 
between Principal to Principal, each dde paying its own 
telegraphic and other inddental expenses and acting on its 
own responsibilty 

PuRc&ASBS — W e would be at hberty to buy ^ther GIF 
or also FOB from you lii case of 0 1 F purchases it will 
mean insurance uududmg war risk to he covered by you at 
ten per cent over the invoice value innliirliTig frwght In 
case of F 0 B purchases the cost of msuronce until the 
goods are dupped within a stipulated time, will be for your 
account, and you will be bound to have the goods insured 
until they are shipped at ten per cent over the purchase 
value 

Quality Guarantee -rWhite would mean white Java 
auger, T M 0 or sinular marks, No 25 upwards Butch 
Standard Brown to understand brown Java sugar No 16 
to 19 average 17, like as Is shipped to . , , (here 

state Calcutta, Karadd or Hadras) in dry, sound and market. 
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able condition Any difference in quality or any other 
disputes with respect to anySung to be settled by arbitration 
in Calcutta Lloyds* Burv^ Beports always to be accepted. 

Faceimg — ^To be in strong, fresh A Twill bags of 
contaiiung approximately 2 cwts each nett as is 
customary Please arrange to send a sworn weighment 
certificate with each shipment as we have to guarantee the 
invoice wdgdits to our buyers 

Telegrams and Telbgraphio Offers — Should be in 
foice for at least three days from the despatch of same, 
unless otherwise specified in the telegram, t e , you will 
be bound to accept and confirm sucdi telegrams if it reach 
you within three days from the date o! despatch 

Shipmemts — As shipping documents sometimes arrive 
later than steamer carrying the goods, it is advisable to 
cable each shipment By telegram As also it ^ves us time 
to predispose the sugar before its arrival' if not already sold 
and similar concesnon to our buyers 

Bill of Lading date will be ihe conclusive proof of ship- 
ment time Monthly ddivery contracts will be liable to 
canc^ation at the option of the buyer if not shipped within 
the stipulated ffme Such option is to be exerdsed witbin 
a week of the eXpiry of the date of delivery by the buyer 
The sellers will also be liahle to damages in the case of non- 
shipment of goods in time Gases of Force lifojuero 
excepted. 

Imsdramoe — ^Insurance including war risk to be ooveiv 
ed by you for ten per cent over the invoice vdue including 
Free Policies to be made payable at Calcutta and to cover 
fire risk for 15 days at the docks while awaiting delivery 
with the other usual dauses 
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Fjucss — Prices may be dther in sterling or in guilders. 
When in guilders it Trill be per picul FOB and when 
in sterling it will mean per cwt GIF Thereiore GIF. 
ofiers will always mean by sterling quotations, whereas 
while quofing in guilders it will mean free-on-boaid, if 
otherwise, it has to be mentioned in the offer 

Abbitratiok — Will be effected in Calcutta (or state 
your own port) Each side will elect its own representative 
Irom amongst impartial and respectable merchants They 
will have powei to appomt an umpire in case of disagree- 
ments Or the arbitration may he £dd at the local 
Chamber of Commerce The decision at this arbitrarion 
is to be final and bindmg on both the parlies The losing 
party to Gear all costs or as per decision of the arbitrator, 
if otherwise. 

FmANOE— By confirmed bankers’ letter of credit to 
be fumiriied by the buyer at the lime of shipment or at 
the time of purchase, if so derired mostly throu^ the . 

. . (here name your own bankers) 

UsATTCB — By 60 days* sight B/P drafts (or in the case 
of ordinary parlies write 30 days ) or by 60 days* si^t drafts 
m the case of guilders 

We shall be obhged if you kindly give us your views 
in exchange and in case our terms, which are the usual ones, 
are acceptable to you, you may telegraph us offers which 
will have our best attention 

Trustmg that our introduction will lead to buriness. 

We remam, 

Yours faithfully, 
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PRINTERS SEEKING BUSINESS. 

The following is a oinulav issned ont by a 
German Printing house giving description of 
its oapaoity. 

Geetlemek 

We herewith beg to ofier our services for the execution 
of printmg work of every description, in any quantity and 
in every language of the civilised world 

Our establishment dates from 1871, has 100 printing 
machines m operation, and employs over 1000 workmen. 
We are fully equipped to execute book-printing, litho- 
graphic, ofiset and mtaglio printing of every degree of 
quahty We have our own studios for artistic sketching, 
and cheimgraphical and book-binding shops 

We have permanent contracts for the printing of 47 
newspapers and trade journals, with and without illustra- 
tions We execute the printing of all kinds of catalogues 
from the plainest to the most elaborate, school-booksr 
pamphlets, posters, picture postcards, and large editions of 
coloured pictmes We have, up to the present, been 
entrusted with the printmg of over 20 milliards of bank- 
notes for the German Beichsbank 

Our foreign department has now under the press large 
eontracts for school books, novels, catalogues, etc , for 
Sweden, Denmark, Lithuania, Ukraine, Switzerland, Italy, 
Holland and other countnes, and since the summer of 1918 
we have exported over 8,000,000 copies of books in forrign 
languages 

If you require printed matter of any Innd (catalogues, 
price-hsts, books, periodicals, etc ) and will inform us as to 
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the nature of the work, its form, subject matter, illustra- 
tion, binding, paper required, and extent of edition, etc , we 
shall be pleased to suhmit estimates with the utmost 
despatch and free of charge 

By timely purchases and the making of favourable 
contracts for current ddivery extensive stocks of paper 
have been secured so that quick execution and dehvety of 
lai^e editions can be guaranteed 

Originsl M.S should be typewritten In the case of 
reprints of existing editions a copy of these should be 8ub> 
mitted We are in a position to correspond in any language. 

All estimates are made on the lowest standard pricea 
and execution of orders guaranteed at fixed dates 

Our references* — 

Messrs Hardy & Co., GmbH, Berlin 
The Deutsche Bank, Berhn 
The Dresdner Bank, Berlin 
The Disconto-Gesdlschaft, Berhn 
The National Bank, Betlm 

Trusting to be favoured with your esteemed orders and 
assuring you of our best attention at all times, 


We are. Gentlemen, 
Yours faithfully. 



284 


UUli OBDES LETTERS AED IIETEOES. 


PHARMACIST SENDING OUT CIRCULAB. 

Tbe attinotlire opening and oatefnlly brief 
description of the selling article In the follov* 

Ing ndll senre as a gofde to many beginners. 

Qehtlemeb: 

Just because the enclosed oixcolars are in printed form, 
Uiere is no reason why they ^ould not be read as carefully 
as you would desire your own advertising matter read by 
&eir redpients before reaching the waste basket Taking 
it for granted that you will do us this courtesy, we are 
confident that you will become interested in four important 
business-building lines, each the best product of its kind 
on our market to-day. 

Dr Sheffield’s Deetbifice is made by one 
of the oldest tooth paste houses in tHie United States, 
established m 1850 and nationally known Is only 
fuimshed in laige dze tube, but mdrers also offer thdr 
Special Label Tooth Paste m small ,and large 
sizes Study this hne particularly as it will surely prove 
to be a profitable one to you The consumer will welcome 
inost enthusiastically Kellooo’s Tasteless Castor 
On., for we all know how distasteful and nauseating a 
dose of the old-fashioned oil is Our Spriho Water, 
nature's remedy, has for many years been highly recom- 
mended by leading physicians of the world for kidney and 
bladder troubles and also other ailments 

Price List is enclosed Escort Discount is 50 per cent, 
on aU quotations excepting our Spring Water wMch are net. 
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Do not delay in writing us for further information 
Samples will be cheerfully furnished with our compliments 

Very truly yours, 


SEEKING SPECIAL STUDENTS. 

^e followii^ !s a olroolar by a School of 
Oorrespondenoe indaoing 'stndents to get 
special promotion-getHng training. 

Dear Sir* 

What hind of man does your bossi promote? If you 
don*t know, find out— keep your eyes and ears open — ask 
questions when you get a chance Make it your business 
to know why men are hired or fired — and koio you can 
get ahead 

Just now your boss is busy taking stock— figuring up 
profit and loss for 1924— laying plans for 1925 — getting 
ready to make this the best year he ever had He is going 
over your record — your failures and successes — ^your 
interest or lack of it — ^your ability to handle new situations 
— your progress during the past — ^your prospects for the 
year to come 

Can you do better than to follow his example? — to 
take stock of your lecord, your prospects? Tour emplorer 
studies how to increase his producing al^lity — correct his 
mistakes— make things come his way Prepare for oppor- 
tunity in advance— then you can spend your time and 
energy in ‘'maldng good*' wKen opportunity comes 
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When your employer wants specific 'infoimstion— he 
sends a man to dig it out for hun He hasn't time to go 
himself— nor, perhaps the ability to get at the facts— but 
he wiU pay well for the information Our text boote present 
the experience and mvestigations of experts— they enable 
you to get at valuable foots— to do the special worh which j 
brings specdal pay. 

Home study— during your spare time— will put the 
cutting edge on your training This certificate— used with- 
in thirty days — entitles you to a complete and praclaoal 
hbruy, free of cost If you wish, pay $8 00 a monih — 
at the Sfi 00 a month rate Mahe yourself the kind of .« 
man that your boss will promote 1 

Very truly yours, 


WEEKLY PAPER SEEKING ADVERTISEMENT, 

The Mowing Is a letter shondng effbotlTO 
use of idang in inciting advertisets to nse the 
medium. 

Gentlemen- 

Loobng for quck returns and profitable ones? 

Sure! 

Then you’ll be glad to know the absolute truth about 
these two splendid we^es 
They are top-notchers 

They ore uniformly good in bringing replies at a price 
the advertiser can well aSord to pay 
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Some adverbeere use t 6 em both every week Othete 
find big copy once s month more profitable 

Nearly every one who naea Ihem however ia aatiaficd 
Better join tins bnnidi of aatiafied ones 
Better-far belter— use them now than to put the 
matter off even a week or two 
How about you? 


Tours very truly, 


CIGAR MAHUFACTUBEB SEEKING CUSTOldEBB. 

The Mowing showa a strle of oorespond- 
enoe that Is brisk yet dignified in which the 
cigar mannfaotnrer Indnoes curiosity In the 
smoker. 


Bbab But 


A new dehght awaits you 

Have you ever amdked a real Fresh Havana Cioab? 


It 18 far better than the dry, oriap veteran of the show- 
case, which you buy from the retailer. 


In Buying direct from our factory, you get a cigar which 
has been made only a few days, retaining all of its natural 
flavour and aroma, and you save aU middlemen’s profits. 
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Bobert’s Havara Cigars are lund-made, by GubanA 
from the best grade of Havana tobacco — our owa 
importation I 

These Cubans know how to make a Havana cigar sc 
that it smokes free, smooth, and even— bringing out the 
full, nch aioma 

We want to send you 100 Bobert’s Havana Cigars, 
express prepaid, with the understandmg that if, after 
smokmg ten, you ore not pleased with them, you may return 
the remaming mnety at our expense 

Isn’t that a fair proposition? Tou can’t lose anythmg, 
while we stand to lose the express both ways, and the ten 
oigaiB which you smoke 

Don’t send any money, but give us a chance to prove 
every statement we have made — at our own e:q>ense I 

Fill out the enclosed blank for fifty of each size and 
mail it to us 

To-day right now I 


Very truly youxsr 
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TRADE-INCREASING LETTER TO CUSTOMERS. 

Here the head of the conoem oomes right 
ont frankly and asks the cnstomer why he 
doesn’t do more trading with this firm. The 
letter is a good example of how straight-for- 
wardness may be used and yet not oxerdone. 

Dbab Sir 

I’ve often trondered why you've only favoured us semi- 
occasionally with an order Thought I'd frankly wnte you 
to-day and find out 

Of course, I deeply appreciate every rupee's worth you 
ever bought here It's simple human nature for a fdlow 
to want all the busmess he can get 

You have doubtless found our merchandise and service 
satisfactory Isn't that so? I ask this for a very special 
reason If everything isn’t right— if there is even the slight- 
est cause for dissatisfaction on your part — I will consider 
it a great personal favour if you will promptly let me 
Imow ]ust what it is 

And above aU things, don't overlook our double dis- 
count of 5 per cent additional if the cash cometh also 

It’s a money-saving thought It’s a thing to net on 
whenever you haVe a need in our hne Won't you bear it 
m nund? 


Cordially yours,. 
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BUYING DIRECT IS A BETTER HABIT. 

Another of Uie series of letter to phystolans 
offering big saiingsi better senioe and freshet 
$)ods by dealing direct with this phaemaoenti* 
oal cvder honse. 

Put the Middleman's money in your own rooKETl 
Dear Doctor. 

Why keep on spring mon^ to the middleman? The 
pharmaceutictd wholesaler and jobber have cheerfully 
oBshed m on you these many years Why not have done 
with them here and now? We’re going to help you do it 

We manufacture eTerything you need Bight in our 
own factory By selhng you direeti we save you 25 per 
t>ent to 40 per cent Also 5 per cent. TniniTniim oa orders 
sent by mail And we pay freight on Bs. 15 or over. This 
means 5 per cent more 

Yesterday died last mght We change our habits 
We take on better ones Buying direct of the makers is a 
belter liaht /or you Less cost, less trouble— more satis* 
faction And you get better, newer, fresher goods 

Quit getting your supplies the old way You’ve found 
1 ) new and better one 

Start it now I 


Sincerely yours. 
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REMEDY FOR LIVER, STOMACH AND 
BOWEL TROUBLES. 

Here the reader Is promised ready relief 
tbrongh a pleasant, pore, vholesome vegetable 
oomponnd. This letter creates business for 
the dealer. 

DEAnFsiEnD 

We call you "fnend” You knovr a great philosopher 
said “To have fneuds, you must be one” So, we'II piove 
we can be jaax friend 

You need not suffei; with hver, stomach, or bowel 
trouble a day longer It's absolutely unnecessary It’s 
inexcusable 

Neither need you take violent drugs Drugs that 
rend your system Drugs that do you more harm than 
good There’s an casiei, better, simplei, surer way 

A dehciously flavored, pleasant, puie and absolutely 
wholesome vegetable compound for your trouble, is our 
friendship’s ofiering to you to-day This safe, sane and 
elective remedy is Laha’s Liver Tonic Its work seems 
almost magical 

Your indigestion or biliousness or constipation or loss 
of appetite, or dull, sluggish, tired fedings, will be 
absolutely forgotten Laha’s Tonic is also taken to prevent 
malaria, jaundice, typhoid and everything brought on by 
stagnant liver, stomach and bow^ 

You were bom healthy You’ve a right to be healthv 
You can be! Laha’s Tonic works with mture Nature 

Ifi 
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sometimes needs a boost when you've unknowingly blocked 
it 

A rupee bottle of Laha's Tome starts you on the road 
to a happy change That old-time zest m hfe, that keen 
appetite, that bouyant, bounding energy and sound, sweet 
sleep at mght will soon be yours once more You won’t 
let a rupee stand between you and all this — certainly not 1 
The Central Drug Btore has a package ready for you 
Go and get it now Don't wait, don’t suffer, don’t keep 
on takmg the wrong stuff — the road to rosy health lies 
before you 

Yours for qmck results, 


ADJUSTABLE BED REST FOR INJURED. 

Here is a ildrty>day free trial offer as a 
sincere Indnoement tor tdal of a humanitarian 
device to be used in painful aeddent oases. 

XSWESTIOATE — BY ALL UEAXTS 

Deab Dootob 

Knowing it will quickly commend itsdf to you as a 
positive blessing to patient, physician and nurse alike, we 
are very anxious to despatch you our Sick Bed Rest for 
immediate trial. 

Readily adjustable to any bed, it is the most ingemous 
of latter-day sick room devices 

You’d find its uses and benefits surprisingly many. 
It saves ihe patient, saves the nurse, saves the doctor. 

Whether for chronic invalid or accident pafient, tha 
Sick Bed Rest does away with a world of suffering, incon- 
venience, trouble and time-loss 
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Its bumamtaiian phases, m addition to its A^ondeiiul 
utihty, flesibilitj, adaptabihfy m handling the most rerions 
cases, vre are sure, would stiongly appeal to you 

The Bed Best is lightly named It biings to the sick 
loom a helpful, lestful, soothing mduence, greatly leiucing 
nervous stiam on the patient and minimizing the work of 
the physician and nurse 

Test it thirty days at our nsk, then letuin it at our 
expense if not supiemdy satisfactory 

Just send the enclosed card to-day It doesn’t obligate 
you m the least We aie only too glad to demonshatc 
thoioughly No harm done if you don’t keep it ' 

Alay we hope you mail the card at once? 

, Toms very truly. 


FOLLOW-UP LETTEB ON THE BED BEST. 

This device Is a relief to the patient, a credit 
to the doctor, a help to the nurse. The thirty- 
day return privQege puts the proof up to the 
article itself. 

De\r Doctor 

We’ve brought down to a simple, painless science the 
handling of fraotmes of eveiy kind, the moving of paraly* 
tics and helpless patients g^erally That’s why the Sick 
Bed Best materially lessens your amdety over the progress 
of that character 
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This new appliance, Besides handling and lifting 
patients without the least discomfort, makes changing of 
bedding, or the use of bed-pan, a qmck, non-ttoublesome 
operation both for the nurse and her charge 

The Sick Bed Best has the warm, wilhng endorsement 
of eveiy physician, patient and nurse, wheiever used All 
are highly enthusiastic over its smooth operation and the 
grateful ease it afioids the patients 

No shppmg, no jolting, no shocks — absolutely pamless 
hfting and lowermg, with the individual scarcely realizmg 
he bdng moved The Bed Best is quickly adjustable to 
any bed rail by a patent clamp and easily adapted to any 
width or length of bed 

It IS a relief to the patient, a credit to the doctor, a 
help to the nurse 

Stiictly at our own iisk we want you to try it 

The card enclosed entitles you to our oSei of thirty- 
day return pnvilege 

Eindly mail it to us to-mg^t, so that we may ship 
without delay. We are positive you will be strongly in 
favcur of the appliance within twenty-four hours after its 
bemg put to use 

Feeling that you will find it wise— to avail yourself of 
our offer in to-night's mail, we are. 


Tours very truly 
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A TYBE LETTER ANNOUNCING NEW LINE. 

This dealer offers a speoiri disooont on 
standard make to introdaoe his goods. It is a 
letter that tells the faotSy yet uses words 
spadngly. 

De\r Sir 

Good news * 

We have just taken over the whdesale and retail 
agency for the Mars Warranted Tyre We piopose to make 
a big showmg in the mtioduction of them There is but 
one way to this— and, 

More good news ! 

We will offer a bberal pncp reduction for two weeks 
on this high quahty tyie, so that motorists will be interested 
in giving it a trial immediately 

Eveiy puiohaser of this tyre gets a WTittffla guarantee 
of 6,000 miles It has many sobd quahties of endurance 
that substantiate every test given it by motorists Combed 
sea island fabrics of highest grade go into the Mais carcass 
Only the best, pure, new live lubbex is used in the tiead 
'Skilled workmen make the Mars Tyre By hand It is 
vulcamsed slowly Rigidly inspected, thoroughly tested 

To induce you to tiy this tyie at once, our offer is as 
follows 

We will allow you a 20 per cent discount 
on all Mars Tyres bought before May 10th. 

We hope you will promptly take advantage of this 
unusual offer Barely, if ever, is a tyie of Mars quality 
offered at so liberal a discount 
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This tyre will prove a big money saver for you. 
Better get in your order ii^t now — ^this big discount is 
positively off on May 10th 

Yours very truly, 


OFFERING a DISCOUNT IND FREE TRIiL. 

A good mail salesman is oaieful to show he 
understands what Ms prospect particularly 
wants. By tMs method the writer wins sym- 
pathetic attenticn. The special offer and per- 
sonal tone in this letter are i^nrs to immediate 
action. 

Mr Dear Doctor 

Will you kmdly fiil out and send me peisonally, the 
enclosed mailing card, after selecting the style of sdf-fillmg 
fountam pen you like? You aie makmg no purchase and in 
no way obligating yourself You are simply invited by me 
to try this paiagon of peileotion m fountam pens I am 
anxious to have you do so whether you need a pen or not 

If it isn't positively the most sotisfactoiy, convement, 
clearly and constantly ready -to-rvrite fountain pen jou 
ever used, you can return it without comment If after 
ten-day's use, it endears itself to you, I nhnll indeed be glad 
to have you keep it, deducting a discount of 25 per cent, 
from the enclosed illustrated list, and lenutting the low 
net price 
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I lepeat tliat in mailing this cacd to-day, you ate inak« 
ing no purchase and in no way obligating yourself I am 
quite sme, however, that you will not be willing to part 
with this remarkable fountain pen after you have tried it 
Ot all those you have seen advertised or tned, the Gritebioh 
is positivdy the last word in successful fountain pens 
It ts really cured of all the bad habits of other kinds 
It wntes the moment it touches the paper— no down- 
ward }erk or get-ready motion is necessary. It is t^per- 
proof No other self -filling pen can be filled or cleaned with 
the peifect ease, swiftness and safety from ink-soiled fingers, 
desk 01 clothes Cleaning the Criterion simply consists of 
the same tnstaiiianeous operation as fillin g, only you use 
water 

I feel, Doctor, that one of these pens will he a source 
of constant, genume satisfaction to you, and would ask that 
in filhng out this card you state whether you prefer a fine, 
medium, or coarse pen-point After you find it an absolute 
inno\ation m non-iroublesmne fountain pens, I am going 
to ask you to accept with our compliments, in addition to 
the 25 per cent discount, a dip-clap pocket retainer to be 
attached to the pen, which is a very useful httle safety 
device 

So many members the medical profession ate noyf 
using Crixerion because of their freedom from fountain-pen 
faults, that I am almost posiHve you will be just as hi ghly 
gratified and thoroughly enthusiastic after a few days’ trial 
May I hope, Doctor, that you will make a selection 
and mail us this card to-day? 


Sincerdy yours, 
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PBOYIKG THAT A GOOD AUDIT IS 
A VALUABLE ASSET. 

Here the value of as andit is veil ezpoanded 
The Idea of its effect npon the firm’s standing 
and general ore^t is one that will strike deep 
ndth tlie thonghtfnl hnsiness man. It is a vital 
point, veil inolnded in any accounting letter. 

Dear Sib: 

A good audit is doquent evidence of your firm’s growtib. 
It speaks of your progressive spirit, your modernism It 
means you are dovn-to-nov in thought and action It has 
a good effect upon everyone with whom you deal Banks 
and business houses promptly conclude that you are suc- 
cessful and proud of the condition of your business They 
like to deal with a firm like this— they extend credit gene- 
rously and gladly 

In addition to the above advantages, a good audit also 
g^ves you better and bigger ideas about the possibikties of 
your busmess Eurbhermoie, it puts you on your guard 
agamst mistakes of the past 

Our auditing service differs from the ordinary — ^we 
have a specialist foi every branch of this work He knows 
that one branch well He does nothing else When we 
undertake your work, tBis group of specialists concentrates 
on your Accounting system, thoroughly analyzes it, and 
brmgs to bear all of its expert knowledge 

Your tax problems alone, properly analyzed, will mean 
a much bigger saving than you thought possible Our 
attorney has had long and valued expenence in this parti- 
cular work, and you get the full advantage of his services 
without additional charge 
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It does not obligate you to have one of our lepresent- 
stives* call His suggestions may prove the de^abilify of 
having an audit made or a new Accounting system installed 
'Write us to-day, stating just when you want to see him 
Your letter will be productive of many Benefits— and they 
will be immediate 

Yours very truly, 


APPLYING POE A POSITION AS SALESMAN. 


Here is a stra^i-out, manly talk that proves 
the appUoant has a knowledge of the ooireot 
principles of salesmansUp. Confidence Is a 
salesman’s hipest asset. 

Dsiui Sm' 


Will you let me come to your office and sell myself to 
you, thereby proving I can sell your merchandise’ 

I have just read your advertisement It is j'ust the 
Opportunity I’ve been looking for 

Have had ample expenence selling a line Bimiioi. to 
voura, and can brmg letters that will show a dean and sue- 
ceseful sales record 

You want a man uho knows the goods and the trade 
^ wmt . p.oau« who h« imMtum, ogj^dve- 
poh .a UI Iho «l. ho o», 


I can measure up 
When can I call? 


Yours respectfully, 
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COLLECTOB ASSERTS HIS ABILITY TO 
GET RESULTS. 

This is a letter that breathes energy and aa> 
tivity. If the reader has had previous disagree- 
able experiences vith collectors, he is urged to 
hold himself open to oonviotion and give the 
vrriter an opportunity to prove his ability. 

Pound I A Collector Who Canl 

Leas Sis 

I can collect every rupee due you Every rupee I 
This IB a broad statement But I’m heie to prove it 
at my own risk 

No matter whether you or somebody else failed to get 
it; nor how shepticed you are about collectors, nor how 
dubious of the writer’s abibty— yet the fact remains that 
you’ve found the collector who can — 

Who can get your money for you 
Let’s not waste tune corresponding Action boats 
utterance 

Pill out the enclosed deim blank nght away and send 
it m Put us to test at once Make us prove, at our own 
nsk— not yours 

President Wilson said "No man’s too great to chaise 
his mind— m fact, he proves his greatness when he does 
diange his mind ’’ If you’ve had an unfavourable experi- 
ence with collection agencies and thought they were all 
alike, change your mmd right now, and be open to> 
conviction 

Act immediately 


Yours for surpnsmg ce<;ults. 
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ARGUING YALUE OF ADVERTISING SERVICE- 

Not the price but nhat the literature accom- 
plishes is to be oonsidered, the rmtei urges. 

To make bis ideas more saleable, additional 
suggestions are offered. 

Dear HIr Harhom 

This answeiB youi good letter of the twentieth 

With advertismg hteraiure, it’s not what \ou par, it’s 
what yon get foi what you pay 

"You never paid such prices for letters ’’ That’s a 
pretty good sign you’ve a genuine stupnse in store for you 
as to what a letter can do ' 

Your mailing campaign most likely needs a new ana- 
lysis, so that the most attractive and forceful plan may be 
put into effect at once 

All this \ou uould find in the letter compositions ne 
propose to furnish You'd get back your mitial eicpendi- 
ture a thousandfold 

Furthermore, after you send us the details, we’ll pro- 
bably have suggestions about your stationery and printed 
matter which alone will Be worth the price We make no 
estra charge for tins 

Outside of the mere fee mvolved, I should be most 
happy to hdp you get better returns on every rupee } ou 
spend for pnnting and postage 


Faithfully yours. 
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SOLICITING AN ORDER TO TSRITE 
BUSINESS LETTERS. 

A daring avgnment advanced in an unnsual 
mannei’, but oommanding attention beoanse it 
is diinot and bri^, The leader's attention is 
cleveily called to an enclosed olroniar. He is 
nxged to employ a writef whose material will 
bring results. 

Dbab Sib’ 

You want your business letters to moke busy men sit 
up end sign order blanks, or wnte cheque, send telegrams, 
ask prices or demand other infonnation 
"Yes?” Then- 

No matter how busy you aie, nor how important your 
other mail that came with this — 

Be careful! Don’t miss readmg the enclosed You 
can’t afford to take the responsibility 

And when you read it, bear this m mmd The greet- 
esi doctor rarely cures hims^ The wisest man can t 
see his own faults So the keenest advertiser gets the other 
fdlow’s ideas He doesn’t fight conviction * he wdcomes it 
Two heads are better than one Let’s get together to 
plan that new senes of letters, that booklet to the trade, 
that circular to the general public, that magazme page 
Let us send someone to see you 'We’ve a noiseless, 
soothmg, satisfying representative— and he’s dying to 
come 

Won’t you name the day? 


Yours very truly. 
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APPLICATION FOR A STENOGRAPHIC POSITION 

This letter, because of its t^, direct sen- 
tences, convinces the employer cf the appli- 
cant’s intelligence, good taste. Judgment, and 
knowledge of the correct principles of letter 
vriring, which are priceless qualifications f(» 
any stenographer or secretary. 

Deab 8m 

I have read your advertisement vay carefully By its- 
wording and tone, I Judge you want a stenographer who 
— takes dictation rapidly 
—gets it down accuxatdy 
— tianscnbes it correotly 
— speOs and punctuates properly 
— is neat in her typing 
— arranges her letters effectively 
—reads her letters for errors 
— ^puts them on your desk m neat, accurate, perfect 
shape 

—is punctual, pains-taldng and business-like 
—remembers what you tdl her and relieves you 
of every detail she can 

I have had the ri^t training and am ccmfident I can 
fulfil the above requirements to the letter. 

My address is g^ven above should you want me to call 
for an interview 


Respectfully yours, 
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1PPL7ING FOR A POSITION AS CORRESPONDENT. 

This letter talks straight trcm the shonlder 
and ts a splendid example of the kind of a letter 
the apphoant oan rixite. Few business men 
would he^tate to give the writer a hearing. 

Dear Sir 

Your advertisement for a coiiespondent attracted me 
because 1 have had unusual experience m this work and 
beheve I can fulfil your requirements to the letter 

You, of 'course, want your loutme correspondence and 
sales letter wntten in forceful, clean-cut style that gets 
results 

You want them to bnn^ moie inquiries, orders or 
remittances 

You don’t want them wordy or ambiguous 

You don’t want them poorly phrased, or illiterate, with 
improper spelhng or incorrect punctuation 

You want them to be direct and to the point — to 
get your story across — to make up the other man’s mind 
— to bimg back somethmg 

I feel that 1 know my work, and, what is moie, bke 
to write letters better than any thing else in the world 
"Art”, said Robert Loms Stevenson, "is man’s ]oy m his 
work”. 

We oan discuss the salary after I know more fully } our 
TcquirementB I am waitmg for that call 
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APPLYING FOR POSITION AS ORGANISING 
EZECUTI7E. 

Heie is a good, frank, straightforaard 
statement of a man’s capabilities, ideals and 
ambitions. It is unnsnally effective beoanse 
of its breidty. 

Dsas Sib: 

I want a man-size job I want a job with a lot of 
responsibility and haid work-problems to fight, obstacles to 
overcome, where theie aie big stakes to non — and my 
rewards are proportionate to my effort 

I believe m what Edison said "Success is 10 per 
cent mspiration and 00 per cent perspiration ’’ 

I’ve created, peifected, marketed products I’ve 
orgamzed and sold stock I’ve made a market that called 
for increased fadhties The business I fiad, grew from a 
one-man affair to a thiee-quarier-million per year 
enterprise 

So, I know the ropes, obstacles, pitfalls My ex- 
perience end mistakes can profit me in some new oppor- 
tumty where 1 may keep others from the same blunders 
'Often failure is only opportunity yanking us out of th''- 
wrong path’’ The College of Hard Knocks is mankind’s 
;:peateBt school 

My age’ Forty 
Judgment? Mature. 

Health? Good 
Record? Clean 
Experience? Broad 
Ambition? Endless. 
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What 16 your greatest business need? When can you 
a:.(i 1 talk it over? 

Who knows? May be success waits 'round the comer 
for both of us I 

Yours sincerely, 


ORIGINAL DESIGN AND FINE CRAFTSMANSHIP, 
GIean>ont, unoommon apparel appetds to the 
lire man who wants to look suooessful. The 
wNter here lays stress on an nnnsoal departure 
In men’s attire, approved by men of modem 
ideas. 

Dear Sir 

Pardon me! 

1 don’t want to bother you 

But I’m more than anxious to show you the stunmng 
new dothes about which we recently wrote you 

They made an Instantaneous Hit Dozens of men, 
who hke the clothes you hke, have Seen converted to the 
sanely artistic ideas of this original designer, who has dared 
to east precedent aside and do things differently 
His clothes breathe smartnees — Success I 
By all means come and see these clean-cut, common 
garments, as well as our faultless autumn models, which 
this year are really a ti^e toppier than anything their 
talented craftsmen have ever turned out 

I’m going to expect you within a day or two You’ll 
be very glad you made the little visit 


Cordially yours. 
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GETTING IN TOUCH THITH A NEW CUSTOMER. 

A good general selUng talk that arouses the 
prospect's interest and Implants a certain con- 
fidence. Tile closing line Is especially 
effeotfve. 

De\r Madui 

To-day we wiite you, because we feel this is leally your 
store We run it, but every customer owns a heart inter- 
est m it 

In buvmg our merchandise, we have a fixed policy— not 
to oxpenment with goods of unknown quality It is otir 
•duty to piotect you against the doubtful kind We do I 
Some meichants "take a chance" on goods they make a 
largoi profit on But this store’s buymg methods are 
founded upon the prmciple of making staunch friends 
through sterlmg meichandise 

We do not idy too much on the advice of travdlmg 
salesmen, as manv do We make our own investigations 
■and comparative tests We must know the goods before 
we take the responsibility of recommending them to you 
Bo, m this stole, you buy with a sense of security that 
is bom of abhd confidence Tour patronage will be warmly 
appreciated by us, not in words, but in deeds — m giving 
you bigger values, better service, more eaias/aciion 

We will be happy to have you come in at any time 
Whether you buy or not, visit us often. IVcquent visits 
hdp you to keep posted on fredi arrive, late styles, attrac- 
tive novdties, special values. 

Bemember, this is your store— don’t neglect "your 
own". 


CoT^ally yours, 
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WimNG BACK A NEGLIGENT CUSTOMER. 

This letter can be need to b£in| book trade 
that is perhaps straying in other dtceoUons. 

It has a good earnest tone ndthont being too 
urgent. 

Dear LIadam 

Human nature is pietty much the same the world over. 
No one hkes to be forgotten 

Somehow, heie of late we feel as though this store 
must haye shpped your memory We notice you've been 
coming m very seldom Naturally, our curiosity is- 
aroused We wonder what can be keeping you away 

Most of our patrons seem enthusiastic over our service 
and merchandise, and because we do not often lose a good 
customer, we felt impelled to address this letter to you 
to-day 

We hardly believe that your in&equent visits could be- 
due to any dissatisfaction on your part If anything had 
occurred to cause you displeasure or mconvenience, we feel 
sure you would have given us the opportunity to mfllre it 
right If there should be imy such reason, won’t you call 
promptly and tell us what it is? 

The management of this store has always felt it a very 
special privilege to place its merchandise and service at your 
ffisposal Happily, we enjoy the patronage and confidence 
of the best people in this oommuniiy, hence our earnest 
derire to have you uuarease your trade at this store We 
will spare no pains to prove to you that your custom is 
sinoertiy appretiated 

We cor^ally invite you to renew your habit of visiting 
here, and assure you we will do all in our powo? to maEe 
you fed doubly wdcome Why not come and see us wifli- 
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in the nest few daye^ It would be a special pleasure to 
know this letter had accomplished its zmsdon 
We are expecting you, 

Yours very truly, 


SOLICITING PUPILS FOB A BUSINESS COLLEGE. 

Here an earnest appeal Is made to 
student's desire for progress In hardness life. 

The letter explains how the todning lays a 
secure foundation for greater opportunities. 

Deab Sis; 

There are two hinds of people^those who are always 
getting ready to do sometbing, and those who go ahead and 
do it 

You want to be the man who goes ahead and does it 
You want to be numbered among the successful ones who 
did thmgs mstead of dreammg them 

Bight now tiie Mason Business College can thoroug^y 
equip you with the hnow-how that will carry you forward, 
surely and swiftly Bight now this school can g^ve you 
that better, broader iraming that leads straight to a big 
salary and a responsible position Bight now the "college 
with a lecord of promises fulfilled" can make you a faHure* 
proof man, sure of himseilf, firm in his knowledge of vdiat 
be can do ahsolutdy certam of success 

The reason this school has produced so many effiinent 
young men is that it is more than a mere "business college" 
We teach business conduct as well as the conduct of busi- 
ness-principles t These things are as deeply important 
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to the etudent as the teohmcal knoiwledge we instil. You 
can never go wrong in business with the lij^t busmess 
stuidatds. 

To be trained is to be necessary To be untrained is 
to be unnecessary Make the world need you and you'll 
never need the world Gome to Mason College and capi> 
tahze your mtdligence at the highest possible value The 
training will pay you big dividends all your hfe 

Mason Business College is the haven of high-effioienoy 
people to which hundreds of employers turn when they've 
a ]ob worth while for a man worth while So when you 
come to Mason College you'll have a cCanoe to seize the 
opportunity after preparmg for it Tour Mason training 
is the passport that opens the door of every busmess office 
where real abihty is in demand 

I want to know you and want you to know me 1 want 
to know your hopes and ambitions When you get this 
letter, whether you mtend fo come to Mason or not, I want 
you to sit right down and write me fully about your plans and 
prospects, just as though you were talking to your own 
father I feel that you will never be sorry you did. That 
letter you wnte me might change the course of your whole 
life— who knows ? Why not write to-day ? To-day’s better 
than to-morrow To-day almya is 


yours, 
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A BOOK THAT BUILDS NEW BACKBONES. 

The reader is made to feel that this book 
holds snooess secrets that have long elnded 
him. The personal rewards assured to the 
porohaser are strongly emphasized. 

Deab Sir, 

I'vo a little book that means ^oilds to you It means 
more, much moie, than you ever dreamed a little book 
could It has within its pages the most startlmg and prac- 
tical piescnption for success ever written down by the hand 
of mnn 

This small volume has actually— changed the course 
of men’s hves And you can read it in an hourl That 
one short hour will mean more to you than any year of 
your life thus far Please don’t think I’m exaggerating 
just to mterest you I’m telling the plam imvanushed 
truth 

Now, because of its almost unbehevable influence upon 
the life of every man who reads it— its magical effect upon 
his immediate prospects and plans — ^it is called 

"The NDraole Story”. 

Let me smcerely say that every day you delay reading 
it you are heedlessly passing by something you’ve probably 
sought for years— sought, longed for, envied and admired in 
others — somethmg that would give you the gift of getability 
— ^that power of accomphshment, of cashing in on your 
abilities, of governing yourself and the other man, of turn- 
ing dreams into realities, of (hanging hope to have, maybe 
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to must, and uncerteizit;, hesitano; or fear into vigorous, 
unafrsdd, successful acidonl 

"The Murade Story" really tells you how, in clear, 
heart>to>heart style that drives the big thou^t home I 
know you’ll be profoundly ^ad I wrote you, glad you 
"listened” to me and sent for tius book, grateful that you 
drank m its every word and made it a new part of you It 
snll give you fredi strength, firmer purpose for all the things 
of life— new real vigour of mind md spmt; a surer, more 
buoyant behef m yourself that will stay with you for ever. 

The book costs $2 It’s worth $200,000 By the way 
—pretty expensive reading, that $2 for one hour — but 
Qet this well in your mind * 

It might be a blamed'dght more expendve not to read 
it Not to read it may cost you many thousands Think 
it over I'll be $2 ridier if you write to-day and put that 
amount in the envelope, but at the end of a year you’ll 
look back and say 'Uiat $2 was the most multiplying money 
you ever spent For "The Miracle Story" is a magic book 
that builds new baokboneB and bigger bank accounts It 
win pay huge dividends to you and you alone Send for 
it— isend to-day 
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INTIMATING SPBCIAIi ISSUE OF A MAGAZINE. 


Th© foIIoTrin^ tetter ooxnblncs soUoItatloxi for 
snteotiption and adyeriisemeiit for a gteolal 
Issne» 


Deab Sib. 


Unemployment staring m the face— -that is I3ie ptoblexn 
now agitating the mind of the educated classes in. our 
country 

Yet many avenues of employment, hundreds of worhs 
are left unattended m the countiy These await our energy 
and attention for development 

The September number of Tkdustrt will deal with 
several budi problemsr-this will be the Small lemuSTBiEB 
Spbgial Numbsr— umque m contents and drculation. The 
pnce will be As 8 only unless you register yourself for free 
sample within 20th September 

Huge number of applicants are being lettered now 
and seveial thousand extra copies are bring printed for 
broadcasting;— tbs is at a time when ihe country is looking 
forward for mcreased buriness everywhere 

You are certainly feeling that business must be wel- 
comed during the blooming season; you cannot allow it 
to walk out by ill-treatment 

Your busmess to be successful demauds wide publicity 
-^he best pubhrity that can be made amongst the largest 
buyers 

You can put your story through Ikbustry to tiie best 
buyers among its most progresrive readers And the added 
circulfltion of the September issue amongst a special 
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of bu^ess people will certainly prove of greater benefit. 
We are closing forms on 20th September. 

In the meanwhile we aie at your service, 

Tours for Piogressive Business, 


SEEKING RENEWAL OF MAGAZINE SUBSCRIPTION, 
A letter tividly depleting the reader’s loss 
should he fail to renew his snbsoidption. The 
many attraetlvo features are again well pre- 
sented. 

Dear Mr Mason 

A biilliant new programme of big surprises in 1920 
"Printing Help'i’ and "Artistio Typography 1’’* And this 
is to warn you that your subscriptions are just expirng — 
and you mustn’t let them 

You’d be missing the treat of your life For the 
publishers of "Printing Helps" and "Aitistio Typogiaphy" 
have a whole flock of fresh innovations up their sleeves, 
things with the thrill of imcRpertedness in them, stunts in 
type-craft and skits m colour, photo-engraving, electro- 
loping and lithography, that will add a keen new zest and 
buoyant relish to your appreciation of these welcome 
monthly visitors 

Each of these splendid magazines will carry broader 
inspuration and bigger helpfulness with every succeedmg 
issue in 1920 

Don’t even think of missmg a single number I They 
represent a moving picture show of myriad smait si^ges- 
tions to the fellow who must keep down-to-now in his line 
of work 
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Don’t short-circuit tins line of live vibrations Let 
them keep coming You might afford to do without other 
periodicals you’re taking, but not these, not these Nbw- 
a-days, when every branch of endeavour is crowded-to-the 
guards with competition, a fellow' needs all the ideas he 
can grab hold of 

And ]U8t let this hitle Sp seep into your system, oir 
You aie gomg to get a grander lalue for your money this- 
year — a more magnificent feast of good thmgs than ever 
you fed 3 'our observmg mmd 

Anothei thing * You might prefer to renew for 
‘‘Frmting Helps” alone, if so, send me Bs 6 Or, if you 
want simply "Artistic T^ogiaphy’ , that would be Bs 3 
But the two together are what you shouldn’t be 
without The price is a pittance compared to their profit 
possibilities to you Agreed? Then let’s reach for the 
cheque-book and have it over with Dip your pen in the 
ink of wisdom and make that renewal remittance 

Yours sincerely. 


OFFERING DEALER EXCLUSIVE AGENCY 
IN RAINCOATS. 

Here is a letter vnltten in true cirous style, 
but the nseis of it wanted that kind of a letter 
and none other. It did the bo^ess. 

Gfktlcmbn 

Excuse us, but we’re all excited, effervescent, exulliint! 
Raincoat orders are pouring in in torrents Our 
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merdb!aat friends are reafong a ripe, nch harvest of profits, 
and the only doud over our happiness is that your order 
is not here 

Don’t pike, pause, ponder oi* procrasHnate. Plunge 
rig^t into this rip-roaring riot of ituncoat reduction Bight 
now a bigger-profit opportunity is rapping on your door 
with a hammer of pure gold. 

Get ml Get in this ^rious gold gathering raincoat 
game with head, heart and hand— and you’ll soon have 
enough extra profits to buy that big new touring oar. 

Everybody’s selling our rmncoats 7ou could sdl them 
and make 100 per cent. Still sriSer profits on our better 
hnes 

And the momoit you buy of us, we fiatly refuse to sell 
your competitors This means you can back them all clean 
off the board with your lower prices — if you aot now. 

Make up your mind this very minute to do the whopp- 
ing-big raincoat b'udness of your locdity, and get that 
order of yours right off I You want to pile up your profits 
before tiie other fellow gets started, so remember : "Thrice 
armed is he who halh his quarrd just’’, but "four times he 
who gets his blow in fustl'^ 

Get your blow in fust ! 

We don’t want money in advance Terms 2 per cent , 
10 days, or net SO days ; and you’re welcome to shoot the 
goods right ba(^ at our expense if it isn’t the spio-and-span, 
snappy, swift-sdling stuff we say it is 1 

Come on with what order, and you’ll have a record- 
smashing, rush Buriness in raincoats Get it going. 
Write or wire— guiok 1 


Yours for more-money mwchandise, 
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SENDING CATALOGUE OF INFANTS' ISEAB. 

Tbis letter is adapted to sfxiotly mail-order 
merohandlse. It takes the place of the travel* 
ling salesman, making the selling talks almost 
as effeotivdy as he vonld do in person. Em- 
phasizes the economy of buying from a firm 
with small expense and reliahle business 
policy. 

Dear Sir 

The enclosed catalogue is for your careful consider- 
ation It will save you a lot of money It is practically 
our travellmg salesman Every number of it is worth 
while 

We sell infants’ bonnets direct to you by mail, and 
allow you the 10 pei cent Jobbers' discount to add to your 
profits 

We employ no trav^ng men No big salaties to pay 
and no large expense accounts to add to our selbng cost. 
All this is to your advantage 

So every article in the enclosed is distinctly a big 
value — an extraordmaiy offering and one you simply can- 
not afford to overlook. 

Not only can we give you the utmost values for your 
money, but each and every number we manufacture is a 
desirable one, a live one — a style that will find ready 
buyers 

Oiur bonnets are well made by the most approved 
methods We take a genuine pride in the workmanship, 
fit, finish and fashion of every artide turned out 

Our service is fuUy up to the standard of our products. 
This means pamstakmg, scrupulous care in filhng your 
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orders It elso means prompt debvery — ^no excuses or 
delay We make all shipments on the dot. It also means 
we are always willing and anxious to accommodate you m 
any way that wiU Be to your advantage or profit. 

Such is our busmess pobcy It is founded upon in- 
tegiity, square dealing and dean methods 

Make up your order n|^bt away Don't wait Qo 
through the catalogue carefully from beginning to end. 
Now 18 the time to get the bonnets you want at the lowest 
puces ' good ones can be sold for^-and you get the 10 per 
cent Jobbers’ discount mto the bargam 

Don't lay aside our catalogue To-day is the time to 
take advantage of the ofienng therem, and once you older 
direct, you will always do so 

Hopmg to book your kind order by return mail, we are, 

Yours for satisfaotioUr 


AN ACCOUNT ONCE BEGUN KEEPS GROWING, 

Here Is another good savings Mk that oan ho 
used for general scUoitation. The proposal of 
a test is good psychology— sore to prove 
ptodnotive. 

Dear Sir* 

This bank welcomes you as a savings depositor 
It beheves you will fed Better, fare better, sleep more 
soundly and enjoy hfe more deeply through the satisfaction 
of having a snug savings account here — an account you 
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'began peibaps in nn indifferent \ray, but which grew and 
grew until you began to take a real interest in it and found 
real pleasure m adding a nice deposit at eveiy opportunity 
Many sa'nngs accounts are begun in a haH-heartcd 
sort of way People often start them “just for fun" 
They somehow feel as though tbey need to save but cannot 
save Yet once th^’ve begun and the account begins to 
grow, it is a source of gieat comfort and satisfaction 
We urge you to try the plan of opemng a small account 
After you’ve deposited even a few rupees, see if the impulse 
doesn’t come over you very soon to make another deport 
Then another and anothei>— and thus you keep on, happily 
adding to your glowing capital. 

This habit of saving is simply a natural human tmit 
that leans toward self-advancement The man or woman 
\nth a savmgs account has a sense of security with a feelmg 
of independence that m themsdves are worth a great deal 
A savmgs account, too, puts more pep and purpose 
into his or her daily life 

You find, as many others have found, that the load 
to ind^endence is by way of the Secdving Teller’s window ! 

Do not hesitate, do not wait; do not argue with your- 
fidf— ]U8t begin. 

We’re wairing to wdcome you— come in right avray 
and get started. 


Yours very truly. 
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DESTITUTE HOME SEEKHTG HELP. 
Destiinte Home in seeking help from the 
public describes, in brief outUnes, its nock and 
shovs vhat it expects to do. 

Dear Sir* 

Will 70 U hrip US to bring sunshine into the lives of the 
destitute and forlorn little people of our land? 

A glance at the illustration in the enclosed will show 
you what is being acoomphshed 

OS, 775 children have been lifted out of the ^adow 
into the sun 7,808 are now being supported and trained* 
5 are admitted daily. 

The Chatter of these National Homes is "No desU- 
tute child ever refused admission" * There is no red tape, 
no votes are required, there is no waiting list— the need of 
the child IS the only consideration 

Many of these children come from the gloom of the 
slums We give them a new environment, build up healthy 
bodies and minds, train them and place them out in the 
Motherland and m the Dominions as healthy, honest 
and God-feanng citizens It is a good investment, 
for the children are the Nabon’s and indeed the Empire’s 
greatest asset 

Become partners in this work with us, and help to keep 
the Sunshine Gate swinging Perhaps you can oil the 
hinges, or give the Gate a push, wide enoug|h to admit ona 
child into the Homes? 

A slum life or a sunshine life? Which shall it be? 

I know what your answer will be, and I know you 
will send a Christmas gift to help the little ones 

"I was a stranger and ye took Me in" 

Tours faithfully. 
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MERCANTILE and MAIL ORDER 
LETTERS and METHODS. 


TiBLBS ETO. 





Cootonts for Part IX. 


Wd^ts and Measures 

Lineal measorc-^are Measure— Troy Wei- 
ght— Apothecaneb' Weight— Avoirdupois 
Weight— Measure of Capacity— Wine & 
spirit Measure— Measure of space— Sur- 
veyor's Measure— Cubic Measure 


Abbreyiatione 
Foreign Currency 



WEIGHTS AND MEASURES. 



Liiieal Measnie. 

4 Ins make 1 Hand 

5^ Yds make 1 Bod, Pole 

^ >< n 

1 Span 

4 Poles „ 1 CEam 

12 ,. „ 

1 Foot 

10 Ghains ,, 1 Furlong 

8 Feet „ 

1 Yard. 

8 Furigs „ 1 Mile 

5 It 1, 

1 Pace 

8 Miles „ 1 League 

6 ,, ,, 

1 Fathom 

1 151 knies .. 1 Knot 

A Mile 

vanes m different Coimtries* — 

England, 

1,760 yds 

Ireland & 



Scotland, 1,984 j'ds 

Italy, 

2,025 ,, 

Russia, 1,167 „ 

Spam, 

6,600 „ 

Germany, 8,239 ,, 

Gweden, 

11,067 „ 

Hungary, 9,118 „ 

Fiance, measurement is Mean League of 8,666 yds 


Square or Land Measure. 

144 Square Ludies make 

I Square Foot 

9 

Feet „ 

1 „ Yard 

30i 

Yards „ 

1 „ Perch 

40 Perches n 

1 Rood 

4 Roods 

»l 

1 Acre 

640 Acres 

I* 

1 Square Mile 

An Acre equals 4,840 Square Yards 


Apothecaries' Weight. 

20 Grains 

make 

1 Scruple, 

8 Scruples 

(60 grs ) „ 

1 Drachm, 

8 Drachms (480 gts ) „ 

1 Ounce, X 


32 Ounces (5,760 gis.) „ 1 Pound, lb 

Drugs are compounded b; tbis weight 


18 
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Tioy Hlfdght. 


8 17 Grams (Gr } mtdse 
24 ,1 M 

20 Fenny wei^ts „ 
12 Ounces „ 

100 Founds „ 


1 Carat (cl) 

1 Fennyweight (dwt) 

1 Ounce (oz ) 

1 Found (lb ) 

1 Hundredweight (cwt ) 


The standard for gold coin is 22 carat, fine gold and 
2 carats ahoy , for silver 11 oz 2 dwt silver and 18 dwt. 
alloy 

JlTOirdnpois Weight. 


16 Diams make 

16 Ounces „ 

14 Founds „ 

28 Founds „ 

112 Founds ,, 


1 Ounce (437 5 grs *) 

1 Found (lb ) 

1 Stone 
1 Quarter 

I Hundredweight (cwt) 


20 Hundredweights „ 1 Ton 

gram is the same m all weights 
fButcher’s Stone is 8 lb 

By avoirdupois are weighed the larger and coarser kinds 
of goods, such as groceries, cheese, butter, meat, com, etc. 


4 

GUIs make 

1 Pint 

2 

Fmts 

vv 

1 Quart 

4 

Quarts 

VI 

1 Gallon 

63 

It 

It 

1 Hogshead. 

84 

VI 

ft 

1 Puncheon. 

2 

Hogsheads 

ft 

1 Pipe. 

2 Pipes 


1 Tun. 
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Measures of Capacity— Dry Measure. 


1 Minim (M) 

make 

1 Dlop 

(>0 Minims (M) 

9> 

1 Dram 

1 Dram 

If 

X Teaspoonful 

2 Dioms 

tl 

1 Dessertspoonful 

4 „ 

19 

1 Tablespoonful 

8 Drams 

II 

1 Ounce 

2l) Ounces 

II 

1 Pint (neaih ^ litre) 

4 Gills’* 

II 

1 FiUt (34 659 cm) 

2 Pints 

II 

1 Quart (1 lilO litre) 

2 Quarts 

II 

1 Pottle 

4 „ 

II 

1 Gallon (277 274 cm) 

2 Gallons 

SI 

1 Peek 

4 Pecks (8 Gal ) 

II 

i Bushel (1 2837 c ft ) 

2 Bushels 

II 

] Stiike 

Bushels 

II 

1 Sack 

4 

If 

1 Coomb 

8 „ 

If 

1 Quortei 

12 Sacks 

II 

1 Chaldron 

5 Quarters 

II 

1 We> or Load (51 347 eft ) 

10 „ 

1 1 

1 Last 


An Impeiial Gallon of distilled watei vreighs 10 lb 
Avoirdupius 

A wineglass holds about 2 oz , a tea cup about 8 oz 

*In the Noitb of England half a pint is called a gill 
and a true gill a “noggin" 

Com IS sometnnes sold by weight The average weight 
of a bushel of barley is 47 lb , oats 88 lb , wheat GO Ib 



276 


MAIL ORDER LETTEBS AND METHODS 


Measnies of Space— Angnlar Measwe. 


60 Seconds 
60 Mmutes 
80 Degrees 
45 

60 „ 

90 Degrees (a Bight ingle) 
180 „ 

860 „ 


make 1 Mmute 

„ 1 Degree 

„ 1 Sign 

„ 1 Octant 

„ 1 Sesctant 

„ 1 Quadrant 

,, 1 Semi-Circle 

„ Circle 


SmeyoiB* Measnife. 


7 92 inches make 1 link 4 rods make 1 chain 
25 line make 1 rod 

10 Sq chains or 160 sq rods make 1 acre 

640 Acres make 1 sq mile 

86 Sq miles (6 miles sq ) make 1 township 

Cubic Measuie, 

1 728 cubic in make 1 cubic ft 
128 cubic ft mtke 1 cord (wood) 

27 cubic ft make 1 cubic yd 
40 cubic ft make 1 ton (shpg ) 

2,150 42 cubic mches make 1 standard bushel 
268 8 cubic inches make 1 standard gallon 
1 cubic ft make about 4/5 of a budiel 



ABBREmTIONS, 


w# 


To, at, or from v 

-Bd. 

Bond, bound 

a a*r 

*«« 

Against all risks 

Bdle 

Bundle 

^abt 


About 

B'ds 

Boards— bound m 

Alo 

• •• 

Account Current 


boards 

.*Acc. 


Acceptance or 

accepted 

B/E 

B/F 

Bill of E^ange 
Brought forward 

"iot 

««« 

Account (Stock £:; 

♦B G 

Birmingham Gauge 


••• 

After date 

B H 

Bordeaux and Ham- 

Tidhb 

$9 

At pleasure 


burg (gram trade) 

Adv 

999 

Advice > 

H P 

Brake horse power 

Ml, 

B99 

Aflidavit 

B*head . . 

Birkenhead 

A g b. 

99m 

A good brand, or 
any good brand 

Bk 

Bank, book, badc- 
wardation 

'Agst 

999 

Against 

-B/L 

Bill of Lading 

Agt 

9 9 

Agent 

Bl 

Barrel 

A H 

999 

After Hatch 

Blk 

Black 

Bank Note 

rAl 

9 • 

First Class v 

.hjo 

Brought over (Book- 

a m 

999 

Ante meridiem. 

keeping) 

Amt 

999 

Amount [morning 

BOD ... 

Buyer's option to 

Ads, 

999 

Answer, answered 

Bot 

Bought [double 

' A/o 


Account of 

Bot ... 

Bottle 

A/g 

• ■ 

AU risks (Manne %. 
insurance) ^ 

B/P 

B P B ... 

BiUs Payable 

Bank Post Bill 

^Arr 


Amved, amvals 

Bque 

^rqne 

-Art 

»** 

Arbcle 

-Br .. 

Bntish 

.A/S 

99 

Account Sales 

^B/R 

Bills Receivable 

Assn 

999 

Assoaation 

B/R 

Bordeaux or Rouen 

-.A/T 

9 

American Terms 

(gram trade) 

.^Brl 

(gram trade) 

Barrel 

A/V 

9 

Ad valorem, accord- ' 
mg to the value 

Brls 

Bro 

Barrels 

Brother 

A\ 


Average 

JBros 

Brothers 

a\oir 


Avoirdupois 

.Brt 

Brought 

B/- 

• • 

Bag, bale 

B/S 

Bill of Sale 

Back 

999 

Ba^vvardation 
(Slock £\cl)ange} 

B/S 
-Bsh ) 

Bags, bales 

Bushel 

Bal 

9 9 

Balance 

^05 J • ‘ 

vB B 


Bill Book 

'Bt 

Bought 

B D 

•• 

Bar draft (gram 

trade]' 

^ W G 
"Bx, ... 

Binmngfaam Wire 
Box [Gauge 

. hid 


Brought donn 

(Book-keeping) « 

-C/- 

Case 

Cents 
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C/A 


, Capital Account 

^0 Care of 



(Book-keeping) 

JC OD 

. Cash on delivery 

A. 

ffl 

Chartered Accouniai] 

itl.Collr, .M Collector 

C/A 

** 

Close Annealed 

kCpm M* Commission 

.-Capt 

... 

> Captain 

J Cont 

> Contract 

Cash 

••1 

Cashier 

J Contg 

Containing 

C B 


, Cash Book 

,1 jc/p M. Custom of port 

C D 

■ t. 

Commercial Dock 


(gram trade 

, (^d 


Carried down 

1 Cr ... Credit, creditor 



(Book-keeping) 

Os 

Oedits, creditors 

cf , cp 

ft. 

Comt^ 

c/s 

» Colliery screened 

q/F 

•1. 

Carried forward 


(coal trade! 

Cft F 

*»• 

Cost and freight 

QU 


Cent 


Centum-one hundred 

cs J 

\/aal}9 

Cent. 


Cenbgrade 

.C/r 

(Olifomian terms 

Cert 

••• 

Certi^te 


(gram trade) 

C 1 f 


Cost, insurance, and 

C, T L 

Constructive total 



freight 


loss 

C 1 t.ftc ... 

Cost, insurance, ^ 

Cige. 

COrtage 



freight ft commission > j 

Cub • 

Cubic 

C 1 f c ft 1. 

C(^, insnrance 

Cumdiv. 

Cum dividend 



freight, commission 

CumPref 

Cumulabve pre- 



and interest 


ference 

C f I. 


Cost freight and 

Cnrr ... 

Current of the 



insarance 


present month 

C f 0 


Cost for orders 

C W. 0. ... 

Cash with order 



(chartering) 

^Cwt ... 

Hundredweight 


•t* 

Centigram 

[ d. «•« 

Pence 

-C H. 


Custom House ^ 

.D/A 

Discharge afloat 

'Change 

... 

Exchange 


(chartering) 

Chn 

■ t* 

Cham (measure) 

D/A 

Deposit Account 

Cbq 

... 

Cheque 


(banking) 

Cfc. 


Cask 

D/a 

Days after acceptance 

Cl 


Centilitre 

'D B 

Day Book 

c/m 


Centimetres (French i 

'Dbk 

Draw back 



measure of length)^ 

D/c 

Deviation clause 

C m. 

•M 

Call of more 

'D/D 

Demand draft 



(Stock exchangei 

.D/d 

Days’ date (le days 

CIS 

... 

Credit Note ^ 


after date) 



(commerce) 

d)d 

Ddivered 

C/N 


Circular Note 

d4/8 

Delivered sound 



(banking) 


(gram trade) 

C/0 

... 

Cash Order (bankingl < 

^eb. 

Debentmre 

Co 

... 

Company, Country ^ ^ 

'uec ... 

Decrease 

c/o 

... 

Gamed over (Sto^ 

Kef 

Deferred 

cjo 

• •• 

Exchange) ^ ^ 
earned over (Book- 

Beg 

Deld 

Degree 

Delivered 



keeping) . 

Dept 

Department 
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'Dft 

Draft 

E^. 


Exchange (Rs 790 

/Diatn. 

Diameter 



ex Is 5d) 

''Diff M. 

Difference s 

E\ 

a 

Oot of (As ex 


Discount 



steamer Hebnc) 


Dxstnct» discoont 

Ex 

eve 

(As ex godown) 

^IV »» 

Dmdendt division 

excont 


From contract 

0 «• 

Dead letter office 

Esdiv 

e 

Without dividend 

Dk ••• 

Dock, Deck 

Exd 

* 

Examined 

d]^ 

Debit Note 

Exint 

aee 

Ex interest 

d]o 

Ddiveiy Order 

F 

••• 

Francs 

«f*ilo »* 

Ditto, the same 

P a a 


Free of all average 

Dols 

Dollars 



(manne insurance) 

^OZ f 

Dozen 



Fahrenheit 

F ••• 

Documents against 

Fas 


Free alongside, or 


payment 



free alongside ship 

R ■■■ 

Deposit Receipt 

F a q 

• , 

Fair average quak^ 


(banking) 

-F*cp 

•« 

Foolscap 

Dr ••• 

Debtor, doctor 

Fes 

« 

Free of captore and 

J^T 

Drachm 


seizure (marine insurance) 

Drs 

Debtors 

't/D 

«ee 

Free docks 

>^D/S ••• 

Days' sight (i e days 

F f a 

■ • 

Free from alongside 


after sight) 



or free foreign agen^ 

■^D/S «•* 

Double Screened 

F g 

e ■ 

Fully good 


(coal trade) 

F g a 

eve 

Foreign general 

^Df\V 

Dock Warrant 

; average (manne insurance) 

^ 'd \9 w 

Dead^reight t 

F g f 

a • 

Fully good, fair 

Dwt ••• 

Pennyweight 

F H 

e • 

ForeHatchfbhipping) 


(24 grains) 

F 1 b 

e«e 

F^ee mto bunker 

D/y 

Delnery 



(coal trade) 

E 

East J 


e 

Flonn (coin) 

Ea 

Each 1 

Fo 

99 

Folio 

w/E C •• 

Eastern Central 

yFjo 


For orders, or full 

E D 

dividend 



out terms (gram trade) 

Ed »•» 

Editor, edition 

F 0 

a i 

Firm offer 

E E At! 

Errors ercepted 

^ 0 b 


Free on board 

E &0 £ 

Errors and om* 

Fol 

• 

Folio 


missions e\cepted 

JPolg 

* 

Following 

e g 

E\exnph grata, fori 

For 

9 

Foreign 


exampe 

For 

• 

Free on rails 

.El 

, East Indias 

t F 0 r t • . 

Full out R>e terms 

BID .. 

East India Docks 



(gram trade) 

Eng ft 

English 

.-F 0 t 


> Free on trucks 

Entd 

. Entered 

F 0 w 

e i 

. First open water 

. ei seq. 

. And the following 



(chartenng) 

etc 

And so on 

. F P 

99^ 

, Fully paid 

.'BTC 

Eastern Telegraph 

F p a 


. Free of particular 


Co 


average (manne insurance 

£\ft ftflft 

Example 

Fr 

French 
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Frt 


Freight 

I H,P 


Indicated horse 

- Ft 


Fool, feet 



power 

Future 

• to 

Furniture 

In 

« • 

Inch, inches 

F.T W 

• » 

Free Trade Wharf 

dne 


Increase 

Fthm 

*•• 

Fathom 

Ince. 


Insurance 

’^Ft,in 

• # 

Feet inches 

•ier 

• 

First 

Fur. 


Furlong 

^Inst. 

• 4 

Instant-of the 

^ G 

« 

Gauge 



present month 

.Gfa 

tt 

General average 

Instn 

• 

Institution 


(marine insurance) 

Instns. 

• • 

Instunctions 

-Gal] 

« 

Gallon { 


• 

Interest 

Galls 


Gallons 

Inv 

• • 

Invoice 

^Gaz 


Garette 

lou 

4 

I owe you 

.G B. 


Great Britain » 

I H 0 

4 

Inland Revenue 

^ Gent 

• •• 

Gentlemen, sirs 



Office 

Gi 

t 

Gill \ 

Tss 


Issue 

G L T 


Grooved for iron 

I S W G 

Imperial Standard 



tongues 

Ital 


Wire Gauge 

G m.b 

4 

Good merchantable 

• 

Italics 



brand 

J/A , 

• 

Joint Account 

Gob 


Good ordinary brand 

Jun i 


Junior 

-Gov 


Government 

"Jr f 


G P 0 

t 

General Post Office 

-Kg 


Kilogramme 

gr 

a 

Gross 

Kilo 

•• 

Kilogramme 

Gr wt 

«• 

Gross weight 

Kr 


Kreiuer com 

Grs 


Gran s ^ 

'35 

, 

Pound sterling 

£5 


Giiiness v 

£T 

, 

Pounds Turkish 

H, A or D 

Havre, Antwerp or 

L A T 


Linseed Association 



Dunkirk (grain trade) 



Terms. 

H B M 

• 

His Bntannic s 

d-at 


Latitude 

H/H 


Majesty' 
Havre and Hamburg 

lb ) 

^Iba ) 


Pound in weight 


(gram trade) 

L. a 

■ 

London Docks 

H M C 


His Majesty's 

tje 

• . 

Letter of Credit 



Customs 

1 c 


Lower case printing 

P 

• 4 

Horse power 

Ld Ltd. 


Limited 

H P N. 

• 

Horse power 

Led 


Ledger 



nommal 

L.H A 

R 

London Havre, 

hrs 


Hours 

Antwerp, Rouen (gram traded 

1 B 


Invoice book 

X I P 


Life Insurance 

lb 

to 

Ibidem^m the same 



Policy 



place 

L m c 

• • 

Low middling clause 

1 B I 


Invoice book in- 



cotton 



wards 

• • 

Longitude 

I B 0 

t 

Invoice book out- 

L S 

• 

Locum sigiili place 



wards 



of seal 

id. 

• m 

Idem-the same 


Thousand, Monsieur^ 

! e. 

tot 

Idiest-that is 



Sir 
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-/m 

•»e 

Thousand As lO/m 

N C 

flftft 

New charter or 

Ma^ 

Oil 

MaNimum 

N/E 


new crop 

M/C 

• 

Metalling Clause 

• •• 

No effects 


marine insurance 

Nem Con 


No one contra- 

M/C 

* • 

Marginal Credit 



dictor)* 


banking 

N/m 


No mark 

M D 

f 

Memorandum of 

N/0 


No Orders 



Deposit 



(bankini^ 

Mfd 


Months' date 1 e 

No 

ft ft 

Number 


months after date « 

^Kom 


Nominal 

Mddlle 


klademoiselle, Miss 

Nom Cap 


Nominal Capital 

Mdme 


Madame 

'N P , 


Notar) Public 

Mdse 


Merchandise 

^QS 

ft 

Numbers 

Mem \ 
Memo f 


Memorandum ' 

.NfS 

ft ft 

Not suffiaent 

(banking^ 

Messrs 


Gentlemen, sirs 

N S 


New st)]e, New 

M H 


Mam Hatch shipping 

N/l 


senes 

Michs 


Michaelmas s 


Ke\\ terms (grain 

Mm 


Mmimuxn, Mimde 



M I P 


Marine insurance 

N Y 


New York 



Polic> . 

N Z 


New Zealand 

Mbs 


kiarks coin 

o 


Degree 

Mile 


Mademotselle, Miss 
Made merchantable 

0/a 

• ft 

On account of 

M/m 

• 

vObdt 

#• 

Obedient 

m/m 

• •ft 

Mitlemetres French 

JSb’i 

ftftft 

Obsene, obligation' 



measure of Length < 

X)/c 

ftftft 

Old charter or old 

M 

• ft 

Messieurs, sirs 


crop 

Mo 

• 

Month V 

'0/d 

• •» 

On demand 

Mons 


Monsieur, Mr 

0 D 0 

• ft 

Out-door Officer 

MOO 

•ft 

Money oi^r office 



Customs 

MOP 

ftft 

Mother of Pearl 

OHMS 

On His Majesty's 

.Mos 

ft 

Months 



Service 

M/R 

ft 

Mate’s Receipt 

% 

• ft 

Order of, per cent 

Mn 

ft ft 

klister, sir 

%o 

ft 

Per mille-per 

Mrs 

ft 

Mistress, madam 



thousand 

MS 


Manuscript, mail 

0 P 

• •ft 

Open policy 



steamer 

0 R 

• • 

Ower’s nsk, Official 

M/s 

ft 

Months' sight 1 e, 
months after sight 



Receiver 


Ord 

••« 

Ordinar) 

.M S A 

• ft 

Merchant Shipping 

O/s 

• • 

Old style 



Act 

0/t 

• » 

Old term 'gram 

M S C 

ft 

Manchasfer Ship 


trade) 



Canal 

02. 

• •• 

Ounce 

.MSS 

•ft 

Manuscripts 

P 

ft i 

per, pigc 

K/A 

ft ft 

New Account 

P/A 

V • 

Power of Attomc) ; 


Stock Exchange 


Particular a\erage 

N/A 

ft 1 

. No advice banking 

P/A 

ft f 

Pnvate Account 

K B 

ft 

Takenote Markwell 


Book-keeping 
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c 

pc. 

Pci 

Perea . 

Pcs. ■ • 
PCB. M 
.Pd 

Per aniL . . 
Per eent 
Per. pro . . 
Pkg 
PL 


p m 
PM G 
P/3W 
P 0 
P 0 B 
POD 
POO 
P & 0 


Pres. 

PPro, 

Pro 

Pro tern 


Paragraph ^ft*ox. 

Postcard 

Price Cnrrent, P/S 

Petty Cash PS 
Per centum Pt 

Piece, prices -P; T, 0 

Parcel Pts, 

Pickled could rolled '-Qlty 
and dose annealed ^r 
Pieces ' 

Petty Cash Book Qt 

Paid 

Per annum q v 

Per centum 

Per procuration Qy 
Padrage 

Parhalloss RAT 

Profit and loss 
Pot of more R/D 

Stock Exchange 
Post mecndiem- ^d 

afternoon^ D C 

Premium 

Postmaster General 
Promissory Note Re 
Post Office, postal 
Post Office Box -^Recd. 

Pay on delivery HRect 

Pod Office Order ' -^Ref 

Peninsular and '^Rog Re^ 

Oriental ' '‘gev A/C 

Picket ports ™ 

chartering ? ® 

Per procuration " 

P^es 

Policy proof of p 

interest pn 
Marine insurance * 

Pared post R S V 1 

Pair R X 

Preference or 

preferred^ -$ 
President ^ 'S 

Per procuration " s 

For S B 

Pro tempore^for the S. C 

time being 


•^Recd. 

HRect 

-«ef 

/^Reg Regd 
*Rev A/C 
Rm 

RMS.. 

^Rotn. 

IVP 1., 

'R P ' 
RR. 

^^t 

R S V P. 


Proximo-of the 

next month 
Public Sale 
Post Senptum 
Pint 

Please tom over 

Pints 

Quality 

Quarter 

Quarters 

Quart 

Quarts 

Quod vide-^which 
See 

Query 

Rupees 

Rapeseed Associa- 
hon Terms 
Refer to drawer 

(banking) 
Round, road 
Kumimg down 

clause (marine 
insurance) 
Re-m regard to, 

relating to 

Received 

Receipt 

Reference 

Registered 

Revenue account 

Ream 

Royal Mail Steamer 
Rotation 

Return of post for 
orders {gram trade) 
Raply paid 
Railroad 
Right 

Reply if you please 
Rye terms 
Railway 
Dollars 

Shillings, Steamer 
Shropshire 
Sales Book 
Sharp I, e, (prompt) 
cash 
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Schr 

• • 

Sdiooner 

iof K 

ftftft 

United Kingdom 

'Sep 

• 

Script ^ 

'll K &C 

United Kingdom 

S D 

ft 

Solid Drawn 



and ^ntinent 

S/D. 

ft ft 

Sea Damaged 

^t 

9 

Ulhmo-of the last 



(g^n trade) 



month 

Sec 


SectioUp Secretary, ' 

'V S A 

ft ft 

Ufuted States of 

Secy 

ft 

Secretary [Seconds 



Amenca 

Sen 


Senior 

^/w 


Underwnter 

^SCTVt 


Servant 

'"V 

1 * 


Versus-Against 

.Sga 

ft 

Signed 

^ar 

ft 

Vanous 

Sb Sba 


Share 

j Via 

ft ft 

B\ way of 

w^hipt 

ft 

Shipment 

! Viz 

ft# 

Videlicet-namely 



Sack 

Vol 

•ft 

Volume 

S N 


Shipping Note 

W B 

ft 

Wear House Book, 

S 0 


Seher's option 



Way Bill 

^ySOC 


Society 

W b 

ft 

Water ballast, 

S O.D 


Seller option to double 



(shipping) 

-S6v 


Sovereign ' 

AV I 

> 

West Indies 

JS P, 


Supra Protest 

W G 

ft ft 

Wire Gauge 

V spec 


Speculation 


ft ft 

Week 

S 


Steamship 

-Wm 

ft 

William 

w'Sq 

ft * 

Square 

W P. 


Without prejudice 

in 

ft 

Square inches 

W S 

ft 

Writer to the Signet 

^^Sq ft 

ft 

„ feet 

AVt 

ft 

Weight 

VSq yd 


M yards 

W/IV 


Ware House 

Sq m 


„ miles 



Warrant 

^St 


Saint, Street 

Xc 

ft 

Ev coupon 

St 


Stone (in weight) 

Xd 

««• 

£\ di\idend 

«tg 


Starbng 

Xin 


£\ interest 

Stk 

ft 

Stock 

XNew 

ft 

Et New 

Std 


Standard 

y/A 


York-Antu erp rules 

Str 


Steamer 



(marine insurance) 

T 


Tons 

A^d 


Yard 

T &G 


Tongue and grooved 

^Yday 

.ft 

Yesterday 

T L 0 


Total toss only ^ 

-Yds 

ft 

Yardto 



(marine insurance) 

Yr 


Your 

TWO 

ft 

Telegraph Money 

Yts 

ft 

Yours 

T 0 


Turn over [Order 

& 

ft ft 

and 

T/q 


Tale quale (gram 

&c 

ftftft 

And the rest, and 



trade) 



soon 

T.R 

ft ft 

Tons registered 

9 

ft ft 

Foot (as r4*-onc 



(shipping) 



foot four inches) 

Treast 


Treasurer 

X 

• ft 

B> (as 6 X 4^ivby 4 

T T 


Tel^raphic Transfer 

ft 

ft 

Degree (as 30* 

LVa 


Underwnting 



tfairt) degrees) 


account (manne insurance) 


ft ft 

Therefore 
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FOREIGN CURRENCY TIBLE. 
Yalne aoooiding to the Parity of Exchange. 


Amenca 

*■ 

Dollar ($)— 100 cents 

4867dollars«£! 

Argentine 


iOO ccntavov- 1 peso 

47 58d per peso 

Anstna 

a V 

100 heller— 1 krone 

2402 Lronen~£t 

Belgium 


100 centimes— 1 franc 

25 22} francs=:£l 

Brazil 

•• 

1000 rets— 1 milreis 26 93d per gold milreie 

Canada & NewCoundland 

100 cents— t dollar 

4867 dollars«£l 

Ceylon 


100 cents— 1 rupee 

Rs 10»£1 

Chile 


100 centavos— 1 peso 

13i peso8=£l 

C^clio-Slovakia 


100 heller— 1 krone 

2402kronen=s£l 

Denmark 


100 ore— I krone 

IS 159 kronen-£t 

Egypt and Palestine 

« 

100 Milhemes— 1 piastre 

97} piastres-^! 

Finland 

• # 

100 pennia— 1 mark 

25 22} marks=£l 

France & Colonies 


100 centimes— 1 fmc 

25 22} franc8=£t 

Germany 


100 pfenning— 1 mark 

20*43 marks=£I 

Greece 


100 lepta— 1 dradima 2S 22i drachmas=£l 

Holland & Colonies 

a 

100 cents— 1 gulden 

12 10 florinsss£l 

Hong Kong 

«a 

100 cents— 1 dollar 

No panty- 

India 


16 annas— 1 rupee 

Rs 10=£I 

Italy & Colonics 

a • 

100 centesimi— 1 lira 

25221 hre=£l 

Japan 

•a« 

100 sen— 1 yer. 

24 58d per yen. 

Mexico 


100 centavos— 1 dollar 

24 58d»l dollar* 

Norway 

t « 

100 ore— 1 krone 

18 l59kronen«£l 

Portugal & Colonies 

•a« 

100 cents — 1 escudo 

53 28dsl milires* 

Roumania 

eua 

100 bam— 1 lei 

25 22}lei»£l 

Russia 

••a 

100 kopeks— 1 rouble 

25.22} alotys=£l 

Servia 

a 

100 paras— 1 dinar 

25 22} dinars-£l 

Spam 

. 

100 centimes— 1 peseta 

25 22} pesetas^iSl 

Sweden 

•aa 

100 ore— 1 krone 

18 159krorens£i 

Turkey 

f ft 

40 paras— 1 piastre 

110piastre8«=£l 

Uruguay 

• • 

100 centavos— 1 peso 

50 98d«l peso* 


The values are not alnrays equal to tbe marlcet rates of e rrehang e. 



IF YOU ARE INTERSTED IN FOREIGN TRADE 

Read 

Commef cial India. 

The Magazine of Business Progress and 
Information. 

^HE uniqne magazine of commerce which will tell 30 U How 
to do business, Where to do business, Where to Market 
Commodities, How to finance and Build Business 

T Will interest the manufacturers, the traders, the brokers, 
the business people, the exporters, the bankers— all 
those who are counted in the business world 

COMMERCIAL INDIA— deals with the Cur- 
rent Commercial Problems, earning 
methods, trade opportunities, Indian 
market, Foreign market, Trade Movements, 
Export & Import, Trade Enquiries, Bank- 
ing & Financial. 

COMMERCIAL INDIA— deals with the 
business difficulties of its reader and helps 
him with expert answers to his enquiries 
etc. without any charge. 

COMMERCIAL INDIA — gives die business 
training, teaches the methods of business, 
points out the opportunities and shows 
the way to grasp them. 

^tmaalSahscrtpUon Rs. 6, 7osi Free, 

WRiTE fOR A FREE SAMPLE 

Apply to— 

‘Manager,— Commercial India, 

22 iV, Skatnbasar Bndsc Road^ CALCUTTA, 



TO STtOD 10 THE WORLD’S TRODE 
AHD TO EAOR CIO MOSET 

Toq most help yonr conntry to prodace aod 
consame necessary artodes to the Conotty. 

Industry shows you the opportunity 
and tells you how to grasp It, 


EACH MONTHLY NUMBER OP 



The Journal of Technology, Handicrafts 
and G>nimerce 


Cmt&lns ^drioas complete rtme^^maMng sdhemes, 
indasMal infontiAUonSf st^gesUons for the 
unempkiped, snuScapitoItsisp home- 
industrieSsiSg fedoryoviners, 
for ett progressive people^ 

{fERE yoa will get new mouey-makmg ideas* training m 
indnstnal undeitalnng, know the ways of development in 
old and new mdustnes You will know how you can win 
success in building, enlarging your business, make your fortune 

Write for a free copy & Judge for yourself 4 
Annual Subscription Rs. 3. Post free. 
Manager, INDUSTRY, 

22^ ilf. Shamhazar Bridge Road^ CALCUTTA* 




